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Typing tricks you should know 
before graduation 


War-rushed businesses have found these uses of Micrometric Carbon 


Paper a valuable short cut to faster, neater typing. You will, too: 





Don’t wait until you land that war job. Now is the time to learn 
these short cuts to faster, neater typing. Ask your School Supply 


Department for the special school pack. 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to WEB GREGG PUBLISHING CO. 


. 

' 

' 

' 

1 270 Madison Ave., New York ’ 

' 

All up-to-date schools are now : , ; ' 

| Please send me packs of Micrometric Carbon 4 

ordering Micrometric Carbon 4 Paper for school use at 7! cents per pack plus post- : 

Paper from the Gregg Publishing § age. Address bill to : 
' 

Company. The couponisforyour , ' 

a ; s Name 5 

convenience. ' 5 

ae : 

8 School Ee ' 

F.S. WEBSTER COMPANY 7 

. > 

' -° ° 

17 Amherst St., Cambridge, Mass. » ©”) State : 
i 

* a 
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nll, ee ee 





hi THe Grece Wrirer, June, 1943 





Vout. XLV JUNE, 1943 No. 10 


The GREGG WRITER 


A Monthly Magazine for Secretaries, Stenographers, and Typists 
270 Madison Avenue, New York, N. Y. 


JOHN ROBERT GREGG, Editor-in-Chief 
Guy S. Fry, Business Manager 














CONTENTS 





So You're Entering Business?...... ; Fr ethaid an Maxine Whitney 507 
How We Saved $114,000 a Year.................. ae Ruth E. Delker 511 
Are You Sure? (An English Quiz)......... pen ae ...+e---Esther Webb 514 
“Can Work Be Far Behind?”..... ee ee Fe 
That Litth Word—“And”™!.... =e Louis Foley 521 
es GE GD, o kc wae eecewases sic iret cote Reata Silica liiee CBee ec kesie itss inns eee ra 523 
For Homework—An Interview................... weeeeeesesDorothy Wilmer 525 
Shorthand Goes to College..... ; =e weeccccccecse ee Charles Lee Swem 547 
Who’s Who in Shorthand Speed.....................2004 Archibald Alan Bowle 551 
CREDENTIALS 
To a Heroic Performance!.............................Florence Elaine Ulrich 527 
Spotlight on the Contest Entries..................... 529 
Awards Made in the Annual 0.G.A. Contest, 1943... ; : oa 
rr ee rE ot wtadeele ee ewends macteaenee >i ‘oa 
IN SHORTHAND 
A “Victory Gardener” (Shorthand Design) ......... ee Patricia Kirkby 509 
Proper Names........... eee Fivereeaaiea wa’ hewhiras famue ae 517 
Common Christian Names................... ee ae 519 
Progressive Speed-Building Practice (Chapters V and VI)...................-. 520 
Another Gregg Pictograph. .. a dies -Walter Freed 52 
June Transcription Practice... ................eee0e: ia Sy AP A 526 
Junior 0.G.A. Test......... pseussagelic Gaetan 4 ~~ ; aia J yikes bere 535 
0.G.A. Membership Test...... cwacane eens pnetemanies , , sda ele di icesiaia a 
| Medical Definitions, No. 13—Fractures. .. ..“National Shorthand Reporter” 548 
4 Dozen Don'ts for Gardeners....................-:: “Consumers’ Guide” 552 
| The World Before Us.......... Sxike eh eaaee “Clement Comments” 555 
How to Abuse a Fountain Pen.. ace —— aeainad Louis A. Leslie 557 
Special-Form Review Letters—X.............ccecceeecees Jane H. O'Neill 565 4 
ee ss cng ene pe eee ewe war si “Paper Progress” 567 
Actual Business Letters—Publiec Relations Correspondence. . deinen ean ee 
Sl ee EE I cc cacuss damn ctacws Sueee was oad sewed’ ae 


(Cover photograph, Lester Kellogg, Yeoman Second Class, U.S.N., shorthand 
instructor in Pacific Fleet Stenography School) 








Published monthly, except during July and August, by Tue Grecc Pustisuinc Company. John 


Robert Gregg, President; Guy S. Fry, Secretary-Treasurer; Hubert A. Hagar, General Manager. 27 

Madison Avenue, New York, N. Y.; Chicago Office, 6 North Michigan Ave.. Chicas Illinois; Boston 

Office, Statler Building, Boston, Mass.; San Francisco Office, Phelan Building, San Francisco, Calif 

Canadian Office, 30 Bloor Street, West, Toronto, Ontario, Canada: European Office The Gregg Pub- 
lishing Company, Ltd., Gregg House, 51, Russell Square, London. W. ( 1, England; Agency for 
India and Farther India, Progressive Corporation, Ltd., 80 Esplanade, Bombay Printed in the 
I. Ss 


Subscription Price: United States, $1.50 the year; Mexico, $1.65; Canada, Great Britain. Australia, 
or any country in the Postal Union, $1.75 

Entered as second-class matter January 30, 1924, at the Post Office, New York, N. Y.. under the 
Act of March 3, 1879. Copyright, 1943, by The Gregg Publishing Company. 











be ee Secunia coieiieuaeeainen tn a em 2 eer 








e. 1943 


0 


ee ae OO ae Oe OS aa 





¢ 





Tue GrRece Warrer, June, 1943 ili 


Jentlooh Leadership 
in Aduanced Shorthand 


GREGG SPEED BUILDING, by John Robert Gregg. 


New, Revised Edition, one semester, 80 lessons $1.20, list 
One-Year Course, 160 lessons $1.50, list 
For Colleges (1943 text—new throughout) $1.60, list 


These three texts follow the famous Gregg speed-building plan, which, in a weekly cycle, 
presents study and practice on review of principles, advanced phrasing, transcription, and 


dictation material for building sustained writing skill. These texts include a generous 


§ supply of shorthand plate material. All are lesson planned — 40-minute assignments. 


RATIONAL DICTATION STUDIES, /y McNamara and Baten. An advanced short- 
hand text, new from cover to cover, organized into five sections: (1) Word-Retention 
Exercises; (2) Repetition Exercises; (3) Business Letters arranged from short to long 
and from easy to difficult; (4) Articles; (5) New York State Regent Examinations. 
Margins filled with shorthand outlines placed opposite the words they represent 


} a visible vocabulary with no key needed. List price, $1.32. 


GRAPHIC TRANSCRIPTION, 4y Berlin, Nunes, and Fromberg. A new, all-short- 
hand text containing 80 assignments. Used in manuscript by the authors, who are 
teachers in the largest public high school in the country, which holds many prizes for the 


, exceptional accomplishment of its shorthand students. Original pen sketches by a well- 


known artist illustrate each assignment. A basic English principle is incorporated in each 
assignment. Thought questions on the content of the letters and vocabulary-building 
exercises are also included. List Price, $1.60 


SPEED DRILLS IN GREGG SHORTHAND, ?y Leslie and Zoubek. Eighty 40- 
minute assignments of material for advanced shorthand classes. An all-shorthand text 
that emphasizes transcription and writing speed. Shorthand plates written by three 
certified shorthand reporters. List Price, $1.50 


GREGG DICTATION AND TRANSCRIPTION, 67 Renshaw and Leslie. A sys 
tematic program for the development of transcription skill and writing speed in the 
advanced shorthand class. Written by authors who are experienced in teaching and in 
ofhice work. List Price, $1.50 


DIRECT-METHOD MATERIALS FOR GREGG SHORTHAND, SECOND 
EDITION, 4) Brewington and Soutter. Makes an excellent all-shorthand reading book 
for the second year of shorthand. Forty per cent of the content deals with traits and 
attitudes that are essential to successfully filling a job as stenographer or secretary. List 
Price, $1.72 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Gregg Writer when answering advertisements. 
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FREE! Your name beautifully written in 
. 


ornamental! style and a copy of The 
lessons on 
Good for 
your name with this ad to 


THE EDUCATOR 
612 North Park St 


Educator, penmanship, 


Send 


containing 


sent absolutely free 30 days. 


Columbus, Ohie 








We have a quantity of Bound Volumes 
Nos. 27 and 28 of The Gregg Writer on 
hand. These volumes contain magazines 
from September, 1925 to June, 1927. 
You may purchase these two volumes 


for $1.00 postpaid while they last. They 
originally sold for $2.00 a volume. 

We especially recommend these 
umes for school and libraries, 
but they will be interesting and pleasant 
reading for stenographers and teachers. 
Address order, with remittance, to The 
Writer, 270 Madison Avenue, 
York, N. Y. 


vol- 


college 


Gregg 


New 











Commercial Clubs 


ORGANIZATION, PROGRAMS 
AND PLAYS 


By Archibald Alan Bowle 


published in response to a constant 
demand for a guide in organizing and 
conducting commercial clubs, etc., 
and for programs and plays that can 
be utilized by such organizations. 


Contents 
WHAT YOU MAY EXPECT FROM A COM. 
MERCIAL CLUB 
WHAT TO DO—THE INITIAL STEP 
DUTIES OF ORGANIZING COMMITTEES 
SCHOOL COMMERCIAL CLUBS 
THE ORGANIZATION MEETING 
PLANS FOR THE FUTURE 
SPECIMEN PROGRAMS IN OUTLINE 
FORM 
EIGHT PLAYS, COMPLETE FOR PRO- 


DUCTION 


Cloth Binding, Price $1.00 net 


Discount om orders for six or more copies 


THE GREGG PUBLISHING COMPANY 


New York Chicage 
Seo Francisce 


Bestes 
Leades 
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A\nd That » » » 


THE same enthusiasm and love for the 
subject that has characterized Mr. Rude's 
teaching these many years is reflected 
n the letter dated April 17 from the 
smiling Y/2c on our cover this month. 

"| have been shorthand 
teacher since the first of March," Lester 
Kellogg writes. “Yes, the last of Febru- 
ary | received my first big break. A 
shorthand school was organized and my 
chance came. | applied for the position 
and was fortunate to get the job. | am 
so very happy that sometimes | think | 
am ina dream. At present my class is 
almost ready to pass their 60-word test 
for five minutes—you see | really put my 
heart and soul into my work! [The results 
he is getting prove it.—Ed.]1 have a 
new class starting every month." 

What a ''Gregg-fest" he and Ray 
Adams will have if they ever get to 
gether! Mr. Bowle tells you (page 551) 
about the interesting appointment Mr. 
Adams holds in our Pacific fleet. 


a full-time 


Nor only have these two “bluejackets” 
written us month about the 
GREGG WRITER tests they are using 
but we find that our tests are playing 
an important part in the program Mrs. 
L setting up at the Walsh- 
Kaiser Company's Providence (Rhode 
Island) shipyard. During her six years at 
Kenmore High School, Akron, Ohio, she 
used our Credentials Service all through 
the school year. Naturally, she feels that 
these tests will be equally valuable to her 
now in testing employees. The monthly 
Transcription Tests she finds ideal for 
testing purposes, and she is planning to 
have our typing tests sent her monthly. 
This makes us feel as if we were taking a 
small but helpful part in Mr. Kaiser's vast 
hipbuilding accomplishments! 


Ws were planning to say a lot more 
besides “au revoir,’ but there's only 
space enough left to warn you not to take 
Mr. Leslie seriously (page 557) if you 
value your ‘irreplaceable’ fountain pen! 


this 


post 


Imoman i: 


oni A 





Accelerated Medical Secretarial Course 


ROCHESTER JUNIOR COLLEGE 


June 7 to August 27 
Candidates accepted from those whe are proficient in 
shorthand and typewriting. 
TUITION $75 
For further particulars write 
DEAN R. W. GODDARD, Rochester, Minnesota 











A POSITION A DAY 


Calls for commercial teachers are coming in to 
this office at the rate of almost one a day. Teachers 
registering for a chance at these vacancies are not 
numerous enough. This is “‘a seller's market’’; that 
is, the buyers of teachers’ services are bidding up 
prices, and so the teacher, the seller, has the market 
in bis own hands — within reason. We shall place 
many teachers this year at salary increases of from 
200 to $500, and we shall do it without Injustice 
to administrative officials, since, because of the 
volume of our calls and our forty years of experience, 
we can fit teacher and position more effectively than 
the unaided teacher or school official can do it. 

May we help you? Remember Shakespeare's ad- 
vice: “‘There is a tide in the affairs of men which, 
a at the flood, leads on to fortune.”” Write us 
today. 


THE NATIONAL COMMERCIAL TEACHERS AGENCY 
(A Specialty by a Specialist) 
E. E. Gaylord, Mgr. 10 Peabody Ave., Beverly, Mass. 








GREGG 
COLLEGE 


A School of 


Business — 


Preferred by College 
Men and Women 


Students represent 80 colleges and 
universities and 30 states 





Stenographic, Secretarial, and 
Accounting Courses 
Methods Courses for Teachers 

of Business 
booklet: 


Send for free “The Doorway te 


Opportunity.” 
Court Reporting Course 


Write jor special free booklet about schooi 
of Court Reporting: “Shorthand Reporting 
as a Prefession.” 











Only high school graduates accepted. 


THE GREGG COLLEGE 


JOHN ROBERT GREGG, 6.C.0 
PAUL M. PAIR, M.A. 


President, 
Directer, 


Dept. G W., 6 N. Michigan Ave., Chicago, Ill 
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OU WANT TO SEE THIS WAR WON—and won 
tenet kly. You want to see it carried to the 
enemy with a vengeance. Okay—so do all of 
us. But just remember... 

A second front takes food...food to feed 
our allies in addition to our own men. 

Which do you want—more meat for you, 
or enough meat for them? An extra cup of 
coffee on your breakfast table, or a full tin 
cup of coffee for a fighting soldier? 

Just remember that the meat you don’t get 
—and the coffee and sugar that you don’t get 
—are up at the front lines—fighting for you. 
Would you have it otherwise? 


Contributed by the Magazine Publishers of America 


Which comes first — 
Your second helping ? 
or our second front ? 


















Cheerfully co-operating with ra- 
tioning is one way we can help to 
win this war. But there are scores of 
others. Many of them are described 
in a new free booklet called “You 
and the War,” available from this 
magazine. 

Send for your copy today! Learn 
about the many opportunities for 
doing an important service to your 
country. Read about the Citizens 
Defense Corps, organized as part 
of Local Defense Councils. Choose 
the job you're best at, and start 
doing it! You're needed—now! 


EVERY CIVILIAN A FIGHTER 
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SO YOURE ENTERING BUSINESS? 


Your typing is the ultimate tool with which to prove your skill 
as a stenographer. Here are some pointers on its importance 


By MAXINE WHITNEY 


HE workman himself is the judge of the 

best hand tools to use in his trade or 
| 

employer in business 

is paying for something besides ability to 

ils. He is interested in buying 


judge hand to 
ich make possible 
rhis 


going to 


the knowledge and skill wl 


the most proficient use of those tools 


means that you, as a workman, are 


have to consider your knowledge of the busi 
ness subjects—and your skill in applying that 
l | | + ; ] 
knowledge—as a part of your business tools 


You plan to place on the market for sale your 
skill in shorthand, typing, 


ot} 


bookkeeping, and 
eT business supni¢ 


Now, in buying a typewriter, you would 


xpect a machine to run smoothly from _ the 


very first and need no extensive readjustments 
fore it could be adapted to your needs. When 
in employer pays you to work tor hyn, he will 
ikewise expect, from the first, the best sort 
f service in shorthand and typing 
Ji ST as use does not improve an old lum 
bersome typewriter, neither will ofhce work 
n business tools any easier to use if 


make your 


you have neglected tl development 


Chere is no time in an office 
" 


nt in methods 


while in school 


to work for improvem It you are 


ever going to use your tools with professional 


efficiency, you will have to learn to do it in 


school. Any halting or stumbling habits you 
levelop now will probably remain with you to 
rid of 


still in the learning stages. 


the end of your career unless you get 
them while 
The value of a tool is partly determined by 


the care used in forging it. You are interested 


you ar¢ 


in forging tools that will be precise and easy 
to operate. It 1s, 
too much attention to good practice methods 


therefore, impossible to give 


= oat 


in making and polishing these essential pieces 
which 
when hiring 


of working equipment—the tools about 


the businessman is sure to inquire 


a new worker 


Typing, the Tool You May Be 
Judged By 


N° other skill brings you before the seat 
of judgment more quickly than typing. It 
is the part of your work that your employer 
It is the finished product upon 
first impression of work will 
You be proud of your grasp 
of the subjects you have studied, of your beau- 


is sure to see 
which his 


be based 


your 


may 


tiful, easily read shorthand notes, of your flaw 


less English and spelling, of your pleasing 
office personality—but 11 goes” in 


“anything 


typing, it will come to your employer's 
attention the first 


Or if your typing ts accurate 


your 
letter you lay on his desk 
but moves at the 
other 
your 
and tret 


pace ot a procession of mourners, 


I 


your 


qualifications will pale in the eyes of 


employer and he will begin to stew 
over your lack of speed 


] 


The typewriter was adopted by business ot 


fices because it enabled them to produce more 
and better-looking letters than they could pro 
ice by the old longhand methods 


lt copy 
[yping speeds at first were slow—as we know 
speed today. But, with the increase of compe 
tition for jobs, typing speeds went up and up, 
typists 
words a 


today there are countless ofhce 
type 


The sixty words a minute which was 


until 


who can accurately at eighty 
minute 
time considered a rare feat has now 


And 


curacy has kept pace with speed 


at one 
along, ac 
Perfect typ 


become commonplace right 


AER a_i -_— 











ing 1s not ata musuai i ce work t ula 
] ¢ caso! pertect copy and the last 
( pV HMA 1 re it the i \ ind \ 


} 
habits are holding you back. Then set about 
a definite program for remedying these defects 
Your teachers can assign the special drills 
you need. But be sure your practice is pur 
posetul. Much so-called practice is little mort 


than caning on a shovel Rea practice Is 


not so mu i matter of hours as of concen 
tration \ tew well-directed minutes along 
lines suggested by your teachers will do worlds 
more f you than hours and uurs of aimless 
copy work not signed t oduce any de 
nite results to remedy any special defect 


Yet remember this: You can do more fe 
yourself than the best teachers can do for y 


Chis is not intended to belittle the value 


good teachers or to suggest that you disregard 
their counsel. They turnish inspiration, advis« 
you as to methods, and measure results. But 
you alon in determine what those results 
will be 

Ir your fingers are weak, give yourself exet 


cises to strengthen them. No finger is really 


is stror is it s 1 be until it can be raise 
independently e the tips of all other fingers 
on the = sa ind remain firmly pressed 
against a table or other flat surtace Protes 
sional pianists have used this simple strengt!l 

ening exercise, and there is no reason why the 


hands of the professional typist should not be 
just as strong as those of the professional 


pianist 


Increas« Spx 1 by Piving Yy rself i 
definite goal to reach. You can type for 


months with the increase of scarcely a word 
a minute 1f you practice planlessly. Think of 
the next speed you hope to reach, the maxi 
mum of errors you will allow yourself, and 
then check your efforts from day to day. You 
will attain your goal first on very short tests 


Take free 


and mind geared to their top capacity, just to 


juent minute tests, with your hands 


see what you can do for a_ short period ol 
highly concentrated effort. If you can do it 
for a minute, you can soon do it for two min 
utes, five minutes, ten minutes—and finally as 
the regular thing Then another high point 


can become your goal 


Endurance 


RACTICAL typing must not be neglected 
in the business of getting speed, for office 
typing is different from school typing. In an 
office, the job is not over at the ringing of a 
bell. Very often the work may just have be 


] 
pad 





Assign yourselt 


s 
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tantly to se tor how 
roduce work of the 
S¢ that thy Stretches 
luring your business 
should grow from a 
s—the gt! " 
you do this, remembx 
irance in typing 
ret t t t mucl 
Vays start ata 
1 leay some t your 
i ¥ 1 re cert 
til the j 
\ tervals 
nce ty gy 18 als 
erent nat ¢ In at 
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‘ t material 
en it ches 
| \\ tN \\ ? 
r V re tec 
tions to make, nu 
I Ss ly ind t 
\ mployer 1s an 
roug tt copy may 
ving elation to 
ve | ed in schoo 
\ n you Tl 
nargins, tabulation 
S tups \ rt il] he 
ne Si g nd 


not easv t get 
S ¢ bar ; la 
to ¢ some 
t y materi 
tiy mace I Deginners 


ily as the letter keys 


nt practice periods fof 


on these keys. Then 


res given, say, in your! 


can arrange them in 


long a time 


typing is another torn 


} 


lividends later, as com 


rs are seldom without 


or this sort of practice 


of daily papers which 


[hese furnish excellent 


etups tor this sort of 
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our atter, and at the same time make you better allowed to erase in your school work, set 
times quainted with the legal vocabulary about developing it as a fine skill to be em 


ployed only on infrequent occasions—not an 


PY yout 1 
' } Rol GH drait material ot some sort Is neve! excuse for n rey i eT nakiu H{ ld 
i and . cus ( an org o re making ol 
way oT temtet hac mn } ; : 

oe ir away, f what typist has not been b yourself to previous standards of accuracy 
P sieged by relatives and friends who had va When it is ne« iryv t rase. foll th 
now . ‘ I S CSS; oO eras ollow these 
t th is letiers, Themes, NOUCEs, POSMS, Tecipes tew simple rules, and your work will still 

, ¢ s , . ‘ . « i 7 il \ i 
tcl and hat not that uney desired to have in have that protessi nal | k In tl hirst pl ace 
ches . ‘ : onal LOOK é s ace, 
typed form! Here are excellent exercises in be sure that vou have neal twe riter er ; 
sIness ‘ be ' < a Teal v1 A ! ast 

laptability } ot bul { ! 
an a laptability They may not mild Ip you and not just a pencil eraser, It means less 
ntest oD SsDpet it } . ‘ 
of « test-copy pe d. but they will certainly elbow work and a neater I — that vou 
: [ st our rduram ratience sour ; : 

mbet - Se ee © ire provided with an eraser shield for use 
ss, and, in most cases, your imagination , ' ‘ aR a ; 
yping ‘ en it IS necessary to D et etters and 
much mr ~ rds adjacent to those \ | must erast 
at a} Your Typing Must Look Manipulate your eraser with a circular motion 
hich will assure a smoother at ucker job 


your Pant, : ‘ 
: otession | ' , 
cer- Pr a lake care not to bear down Cavily Neve 


fessional touch. So in learning to operat 





rvals ur tool, typing, you must check your work ft you find it necessary t t t t 
also ( yt make sure t meets protessiona atte you ive remove the Iror the 
nan lards t ite be caretul t tect 1 y tron 
vord in the frst place essiona typing its ng marks. It must be kept ge ires 
erial efully proofread. The businessman ts pay When you have erased t tter 
ches ¢ vou for a finished product—not one that return the paper to the machine, giving care 
with has to correct. And proofreading 1s part ful attention to the realignment oft t letters 
ech f that finished product. Proofreading 1s not you are inserting. If you doubt your ability to 
nu ne mn the Way or linary cad £ sa } | } I ke tl 1s rom ilig ment I iri 
vrit reading for pleasure ine » sheet of 
| - ] ‘ ‘ s | 
an iniormation, you read scrat ip and 
may for the sense of thi 4 ae’ J] practic the required 
; \ f ' rtior ] tters 
1 to } matter, taking in a : 2 i) ; insert Use letter 
100! ise or a sentenc Lt / such as $1 ind “i in 
ft P 1 kj \ lig 
for t a time In pr {Sus FF f iking align 
1 ™ TY ’ 
tion aiding, you still reac Ni ments . 
be the sense of the q , 4 If a letter is been 
‘ , mi ) : 
and utter, s that any me PJ omitted if the word 
is ajor slips may be J 7 to be inserted is short- 
get wught but you als ~~ = “ er than the one erased, 
re wae ' 
da id for accuracy. This A of ha 4) this nts a greate 
‘ } Pay 
me eans that you must y. ‘| proble But the prop 
‘ , > ‘ ‘ 
ial wt first, slow down { Sea tN er use of the back 
ty oo) 4 9 cena 2 oneal an 
rat somewhat Fd, INS J e 7 pact | >» wd I 
) and read a word at a a Ab is f | 3 spread tin letters 
ers { time, until you know r (4 fn bY slight] ichever is 
itl that you can catch all Y. se necessary will give 
Any errors at this rate. As $e re FF: you another trick of 
er- your proficiency in this ° ¢ ee ere the trade that may be 
method inc Pe - as useful in Situation 
Vs ethoc increases, you ot . g ll I a itua ! 
’ ) \ 4s~ fil : 
for an speed up a little \>\ lr y= ) ./p where recopying an 
en but never to the extent 4 ‘ue , ; a. entire sheet is impos- 
yu that you do not se .. ; > “A sible or imadvisable 


th etter 


an / ne 5. Io~._? a 

( E Pui production of 
rm ERASURES on th neat carbons is another 
m work of an ofhce typ iii , ‘ test of the professional 
vut ist are neatly done, f } wtory Gardener typist and all work in 


she ino he of . » 5 Pe an ofhce should be al 
wing the hand Shorthand design by Patricia Kirkby catacaeriay : : 


ich he prot ssional rather Lyme Central School, Chaumont, N. Y. 
than the amateut should be no less neat 


boned \ carbon copy 


When you are finally than the original copy 














Many carbons actually are put to t n 
as the riginals An employer tt 
nce invented these the happy term “dupli 
t iginals He took great delight in writ 
ing t is business contacts that he was send 
ing a “duplicate original” of such-and i 

document 

reat all carbon copies as “duplx it 

ils.” Be sure that you use carbons tha 
make good copies. Discard them when they 
become worn or wrinkled. When getting then 
ready for the machine, set them up caretully 
If they are laid evenly upon the whit eets, 
they will be less likely to wrinkle and print 
ugly lines on the copies Handle tl 


fully so that you will not leave your finger 


prints 1 ¥ work It it becomes necessary 
to eras 1 carbon copies, be as meticulous 
about your erasures on the carbons as on tl! 
original If you have to erase after the ma 
terial has been removed trom the machin 
pay particular attention to alignment And 


before you consider yourself “finished,” be sure 
to get plenty of practice in making more than 
possibl 


time—ii ten a 


pap I 


carbon at a 


me 


lozen on very thin 


Usk 


( 


the typewriter whenever you can to 


any odd jobs that have to be put on paper 

sending mail orders, filling out blanks, your 
own personal correspondence, your school 
work—striving always to make a professional 
looking copy. In this way you will develop 


the ability to get any type of information ot 
data down in typed form. If thus 
your tool, typing, a part of your daily life, tl 


| 
you make 


confidence 


untold value 


resulting familiarity will give you 
in which will be of 
when you to the tool for 
living in the business world. 


your mastery 


come use making a 


Our Variable Verbs < 


> 


A boy who swims may say he swum, 

But milk is skimmed and seldom skum, 
And nails you trim; they are not trum, 
When words you speak, these words are spoken, 
But a nose is tweaked and can’t be twoken, 
And what you seek is seldom soken. 

If we forget things, we’ve forgotten, 

But things we wet are never wotten, 

And houses let cannot be lotten. 

The goods one sells are always sold, 

But fears dispelled are not dispold, 

And what you smell is never smold. 
When young, a top you oft saw spun, 

But did you see a grin e’er grun, 


Or a potato nearly skun? 


Churchman Business College Bulletin 
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> UNITED WE STAND € 
By JACK GRIFFITH 


Sophomore, Stillwater, Oklahoma, High 


School 


\M a typewriter: PFC John Doe, number 
10023F 11, NO-MISTAKE Corps, it 
lust annihilation. 


heard that my superior, man, is hay 


ng a war, which has now lasted over a year 
\ whole year of war! Why we typewriters 
have been fighting a war ever since man made 
his first mistake and erased! 

Eraser dust is our sworn enemy. We type 
writers declared m erasers back 1871 
Many a good 1 ne has gone down in the 
eraser onslaught Wi ive made a decisior 
among ourselves that it will be unconditiona 
surrender, a surviv f the fittest. We type 
writers need the help of our ally, maz We 
can help win his war if he will only help us 
with ours 
Now this is the strategy we want him t 
try: When he is typing, he should always have 


a small card handy Che 3 x 5 size ts pertect 


He should fold one edge ab uit a quartet! incl 


wide, along the long side. If it is necessary t 
erase, he should place this quarter-inch fold 
against the platen directly under the mistake 


[his makes a swell tray for catching the eraser 


dust. When he has finished, he can dump th 
dust sor place else so the eraser erit won't 
gum up our works 

If man will help us typewriters win our war, 
we will help him win his 


i 


[EDITOR’S NOTI Chis little article is 


one of a number written by commercial stu 
dents of Stillwater (Oklahoma) High School 
atter reading Miss Vail’s “Secretaries, At- 


tention!” in our February issu 

Miss Irlene Williams, head of the depart- 
ment, writes us that the class had found a 
little “twist of the wrist,” not mentioned by 


Miss Vail, that meant a great deal in keeping 
the typewriters in their school in g 

dition, and wanted to pass it on to others for 
consideration, Anyone, no matter how far from 
office supply can put Jack’s 


od con- 


dealers, 


sug- 


gestion into practice! And hasn't he presented 
it entertainingly ? 

Wallace Russell’s article on the same sub- 
ject was sent to us, too—an equally clever 
bit of writing, illustrated throughout with 
thumbnail sketches. But these sketches were 
done in pencil (they would not reproduce), 
and cold type, without the pictures, would 
not have done justice to the author. Other- 
wise, we could hardly have resisted giving 


you both contributions 
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It won't run into that figure in most offices, of course, but if 
you have an office duplicator, you’re urged to put it to work 


By RUTH E. DELKER 


HiEN I first tried out a duplicator for 
our office forms, the speed at which we 
were able, even then, to turn out bul 


letins and notices practically bowled me over 


I was connected with an insurance organi 
ition which had hundreds of branch offices 

oughout the United States As the statutes 
anged, it became necessary to notify our 
gents immediately: the sooner we did so, the 
ss need for doing work over At the time | 
ntered the organization this type of work was 
sent out of the ofhce to be done, and because n 
is a “rush job” an additional fee was 

urged for the service 

Looking for a wavy to reduce costs, I bor 


rowed a Mimeograph Duplicator from an office 


g in which our company was loca 


d, the next time it was necessary to get out 
bulletin, and ran it myself. It was put into 
mail within two hours after the copy was 
given me (the usual time had been six to eight 
hours, according to when it went to the repro 
lucing agent I then brought the matter to 
the attention of th hee manager He was 
greatly interested. In fact, at the end of the 
mth, when it came time to okeh the bills for 
utside” work, he noticed a definite decline 
in expense At the end of the second month 
“outside” agent started to complain that 
e machine which was reserved for our “rush” 
k was idle H ulered why Why. we 
ul decided to do our own work: the experi 
nt had convinced us t savings effected 
would justify getting a Mimeograph of our 
wn 


AFTERWARDS I installed th 


machine 


Multigraph 


with the printing equipment, and b« 


tween Mimeograph and Multigraph saved the 
mpany $114,000 on their printing bills over 
a period ot one yea! The records wert kept 
by the purchasing agent He secured bids 


from the printers and I also put mine in for 
iob. We kept 
as to time of setup, checking, running, sorting 
stencils, ink, 
etc.). 
from 


the “inside” carefully records 


and collating, plus cost ot 
and overhead (rent, light. 
In view of the fact that | 
the head of the 
our purchasing agent—as he 
depriving him of his prerogative 
tinct victory to find at the end of the year that 
we had much Additional 


paper, 
salaries, etc., 
met resistance 
supply department, who was 
thought I was 

it was a dis 


saved so 


money. 


ereaiter we 
Multigraphs 


ind tl 
had two Mimeographs and two 


equipment was purchased 
continually going. 

Then we gave up Multigraphing because 98 
our organization, we 
All the form letters 
and filled in 


cent of the work of 
stencilled 
this method 
on the typewriter 


per 
found, could bh 
were done by then 
overt 
that 


with the proper interest and supervision any 


From my experience 


a period of more than ten years, / know 


one can accomplish satisfactory results 

I AM appending hereto copies of various torm 
letters, forms, and cards used, also a 
and program which I produced for my club 
The 


cards from 3 x 5 inches up to 14 x 


j 


orms and 


20 


possibilities are amazing | 
inches 
can be reproduced in a most satisfactory and 
inexpensive manner. 


\ny 


he overruled in a 


objection to Mimeographed work can 


words, by saying, 


“the results obtained can only be 


very few 
measured by 
Che 
a few simple rules 
he typist 


kecp type clean, use 


the amount of interest shown.” possibili 


ties are unlimited! There are 


which must be followed, however 


who does the work must 


an even stroke, and have a sense of imagination 
herself (or have copies given to her whicl 
she can copy line by line). Poor or carelessly 
duplicated copies can nullify your efforts t 
secure the most effective results and cause seri 
ous loss to you 

THE work of reproducing on the Mimeo 
graph Duplicator becomes more fascinating as 
its use becomes more extensive. The time spent 
by the originator, usually an executive, in 
planning for the accomplishment of a result by 
means of letters, forms, bulletins, or other 


office duplicates, represents the larger portion 


of your dollars and cents cost of office dupli 
cating. 
ganization, one may set up a form at once on 
the typewriter, check it, make corrections on 
Result the job 


Handling this work in one’s own or 


the stencil, and run the job 
is started the 
waiting for printers’ proofs to be corrected; 


same day, no loss of temper 
no necessity for running a larger quantity than 
can be utilized within a short period of time 
in order to get a “good price” 
extra stock on your supply department shelves 


no storing of 


By the “home” process you run the forms you 
need to begin the job. If you find it is satisfac 
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tory—fhine—continue the run until you have Cost of production ms t gh this met 
the lot required. If changes are desired, you od is so slight that it may he nsidered at an 
correct the form at onc no waiting ; no scrap rreducible minimun 
ping of previously run stocked forms. And On account ot t \ ¥ equipment is 
such convenience! A new form in the time not available, so t 1 ines in use are of 
it takes to set it up on the typewriter Var reater value thar ve 1 tl possibilities 
typer. Then if this same copy is wanted again stencil duplicati . 1 be developed to 
1 month or two later, you just take tl ld the full. Learn to turr t a job you'll be 
stencil out of the file, hook it up, and rerun pro f, and your iplicator in 
No addition cost for setup! No waiting! apple-pie order ! 
Are You Sure? 
j > 2 
Are ou sure?! 
An English Quiz by ESTHER WEBB 
ERE are fifty expressions commonly 2. We shall | , alter, alt t 
used in the business world Select the dress fot y 
correct forms: check to see how well you know 3. The sweat too, t t t 
this language of ours. Then rate yourself P r ne — can , 
a es : } } < RQ tos ft t 
46-50, superior; 41-45, excellent; 36-40, g ‘ : e 
2 . Ing I 
31-35, fair; below 31, poor . We wan —— er 
~ . account | ( ed 
Section A , ' 
6. We did not that t (ve \ 
1. Politics (do, does) seem to be in a th 9 : 
less muddle 7. Our secret ad expected 1 1 the 
2. The scissors (is, are) not in the drawer orders (ther their 
3. A number of people (was, wer " 8 The materi is rather on ' 
to get tickets 9. Were you ki some office t 
There ‘ 1 1 nd littl. 
4. There (is, are) an elder y lady and a lit tionerv. stati , ) 
girl waiting to see you | There is at - f ° 
5. Mrs. Jones, I realize now that you (was het mot of (ic 2 mes 
were) right 
6 Athletics (has, have) increased th d Section D 
mand tor these suits 2 e ty (nota ih] to 
7. She is one of those persons who (ar } th S n the hou ’ 
always on time, — oe three (Henrvs. H . n tl ‘i 
8. Either the electricians or the janitor (was ing list « as a 
r » ] > > : : 
were) to blame 3. We regret. that the f the ine 
9. The number who attended the fa . : = ss saticfact 
rd } y “ie Bay oie 
were) recorded at the gat Ihe wgles - L” r -_ 
10. In this letter (are, is) all the items « alt = . iy aii 
aS iter Aa - — Knight Templars) was misplaced throug 
rectly listed ? carelessnesc 
- m 5 They vere ISS]! y t guest 
. Section B (court-martials ts-martial 
1. It is not necessary to feel (bad, badly 6. The letter was sed to (Mees 
about the situation Messrs James gsley 
2. The (two first. first two) articles arrived 7. Thev were pulling t undfuls. hand 
in poor condition ful ) t tissue pap 
3 You handled the problem (well, good ) 8. Will you send this in mediately to the 
4. I he reports are (most, almost) all fin (Misses Anderson. Misses Andersons) ? 
. ished 9. She had omitted the (2’s, 2s) from the 
5. The prospects look (well, good) to me column 
6. W e do not buy (this, these) kind of ma 10. We sent in the names of t (vice-cha 
terials . mans, vice-chairmen) 
7. The manager and (I, myself, me) will 
investigate the matter Section E 
6 here = 0 objection to (you, your) ré l. The coats were shipped from (Brown's 
turning the goods if they are unsati and Smith's. Brown and Smith’s) war 
lactory. hous« 
9 > of i ( ve s irls te é le ; ’ ’ ° 
He left it to (we, us) girls to settl 2. We do not carry (men’s, mens’) clothing 


10. Apparently the « 


her). 


Section C 


1. The 
error 
tag. 


(principle, 


was the 


incorrectly 


lerk took you to be (s! 3. This is a bargain 


to-wear. 
See! , laws’, daughters 
principal) reason for the 5. 
marked pri 


1c 


They wrote, inquiring 
for the (girl's, girls’) club 
(Continued 


THE 


1d 1¢ 


in (1 


In-iaWw 
ab 


on page 


s’, lady’s) re: 


4. He came to settle his two (daughter-i 


accour 
mut the 


550) 
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Prefix ““When summer comes,” to this paraphrase, and you com- 
plete this invitation to a purposeful vacation, not just fun 


By JANET KINLEY GREGG 


NHI \\ is brought about a great deal 
of specialized training, much of it in 
office work. Many teachers feel that they 

spend their summer studying to 1m 

ve their own training; in other words, in 
trying to make themselves even better teachers 
than they are, for of course, without good 
teachers, training of any kind would be pra 
tically at a standstill. It is true that all hands 


ire So ce Spx rate ly needed now, that extra eftiort 


the part of everyone learners as well as 
t chers 1 necessary 
FOR the student, this simply means that his 
general education will have to be obtained in 
is spare time, unless he can be reasonably 
sure of returning to his studies after the War 
But experience shows that very few do r 
turn to school, even when able to do so. We 
need not be discouraged, however, because, gen 
erally speaking all well-educated people ex 
cept tor technical training have educated them 
selves. One cannot be truly educated in school 
alone, but school is the best place to acquire 
a taste and desire for education. Not a day 
goes by that the well-educated man does not 


add to his fund of knowledge. This is a valuable 


abit to acquire and one that in these serious 


lays no one can aftord to be without 


Education in this country, more than in any 


other, is the pri 
| people, 


as well as our responsibility to see that the 


yperty of the people, paid for 


ry the and it is our special privileg« 


form of government that makes this possible 


shall get the best results that we are able to 


attain. 


r % 
HIS is a time, especially, when we cannot 


, , 
attord to 


neglect the cultural side of edu 


cation, for there are problems to be met in the 
future that will require all the knowledge the 


nation can muster, indeed the best equipment 
will be inadequate. It is a time for more, 
iather than less, education; and since there 
is not time at the moment to stay in school 


for as long as we might wish (though we can 


and should in school until we are really 


proficient in 


Stay 
specialised training we 
must fill out the blank 
efforts in 
that no nation 
want 


whatever 
may have chosen), we 
our 


places by our personal 


time. It 


own 


spare has been said 


was ever both free and ignorant; so if we 


to be tree, and to continue to b Iree, we can 


not indulge in 


ONE of the best 


ation is to read 


ignorance 


enlar ge one ’s edu 


ways t 
Fortunately for most people, 
so good books and a good 


enjoved 


reading 1s a pleasure, 


newspaper are to be rather than ne 
glected. For the 


glected, because it 


in the 


cannot be ne- 
that 1s 
well-informed 


newspaper 
records the 
day. All 


something 


history 
making every 
should 
current literature, history, domesti 
knowl 


an apprecia- 


peopl know about great 


literature, 
as well as foreign current events. Some 
edge of music and art, or at least 
these subjects, is an asset not to be 
overlooked, and one that brings its rich 


and in relaxation, 


tion of! 
own 
reward in personal pleasure 
since sound thinking depends on sound nerves 


THERE are various ways to study, but only 
one way to learn, and that is to let nothing es 
cape you that you do not fully 
Mme. 
made us all 
that it is not 


understand 
Chiang, with her wonderful vocabulary, 


‘dictionary conscious,” so 


has 


we learn always so much a 


question of what we read or what we hear as 
how we read and how we listen. When you 
come to a word you do not know, look it up 
If there is a classical reference that means 


nothing to you, look it up; it will be in the 
back of the dictionary or in the encyclopedia 
While you are at it, you might as well writ 
it in shorthand; this will help you to remember 


it, and thus enlarge your speaking vocabulary, 


and will at the same time give you extra 
shorthand practice and enlarge your short 
hand vocabulary 

You may feel that such words are almost 
useless to you in shorthand, but it is worth 


remembering that the special skill now being 


acquired will likewise be of great personal 
satisfaction should the time come when you 
will not need it to gain a livelihood. Many 


people in the past have learned shorthand and 
typewriting just for thet 
You, too, will use and enjoy your knowledg« 
of these skills long afte 
use them in an office. You have been getting 


wn personal ust 


you have ceased to 


extra practice in shorthand by using it for 
personal notetaking during the year, and 
that it 
Keep in mind 


you 


have proved to yourself can be a 


great boon to you personally 














that serving isiness 1s the newest use of 
hand in modern ’ 

S t ind i nodern times that it once was 

tudied y isa rms nal i mm lis t 


time, t e 1s e thing that ts ver erent 
this year, ist year, trom it it is pre 
viously. That is the elimination of t question 
“What shall | vhen I leave s« ve) | Key \ 


1 } } y 
one Knows that there is work, and plenty of 


it, tor all. We need to remember that directly 
or indirectly everybody will be working f 
the War, for all business is involved in some 

iy, sma great, in that tremendous task 
Even the saving i pap ands that neans 
letter paper, too, is important. Thus. spelling. 
punctuation, hyphenation, all the skills that 
go to make up transcripts, are of increasing 
and sometimes of vital importance Mistakes 
are more than ever expensive. All words that 
are untamiliar, all words that sound o k 
alike, must be verified 

lor example, such simple words as ther 
and their are sometimes confused, or he? 


and hear. Some words, known as homonyms 


sound exactly alike but have different mean 
,O 7. Ils } | ] 
ings and spellings; other words frequently 
contused do not sound exacly alike. and do 
not mean the same thing, 


but sound enoug! 


a2 
alike to cause mistakes. A very short list 
will serve as an illustration—be sure jy 
know the spelling, the meaning, and the short 
hand outline for each of the following 
) ) 
j 
ept J? gad GF ) fect £4 
c ) 
xceé t ( iS é I t ~ey 
—— a t Pe 
rle st ist + ys . 
l t 
4 l ra t = 
2 } . 
b pL cor 
+ ‘ 7 + 
A € 70 A c er 
+ © 3 y ord ’ 
€ ord 
° > 
co . 
rincipal Cs nt # wave J 
I inciple C2 t c ? wail vé a“ 
‘ ? 


IN going to your first position you will be 
self-confident and self-reliant if you 


bo ks 


a small dictionary and a 


more 
provide yourself with a few referenc« 


By all take 


shorthand dictionary 


means 

lor quick desk reference 
lor spelling and hyphenation, the little book, 
“20,000 Words,” is most convenient. If you 
not able to keep up with 
with the aid 


find that you are 
yourself a cours 
rhis 


would be if you 


dictation, give 


ot some advanced books will not be as 


profitable as the same cours 
to dictate 


speed 


you, but 
that 


had a teacher and to guick 


of high writers finds 


one teacher 


ne Grece Wrrrer, June. 








each time a student works through “Speed 
Building,” for example, the writing speed in 
creases trom ten to twenty words a minute 
| s | } il st t eview vd \ it g 
practice ind can | < Vel nd ver wall 
ze S 1 ( ad, im view t the 
mnecreas speed it Ss I veloy t might 
be ca da S se! 
lo t ose tortunat re to be t ughly 
ind idequately i df th wositions they 
e about to t us comn izain good 
eading and ent f it. Ye ive a voo 
mind—d not stary t! It is ow ve that 
we may ve som \ vit Ss aga i! 
Septembx But t se t t it 1s 
now d-bys those t n t is 
simply ntil t again ve S 
iltl ind 2 AT 
DriLt ON Proper NAMES 
A Abbott, Adams Adler Allen Ainsworth, Alli- 
son, Anderson, Andrews Appleton Armour, Arm- 
strong, Arnold, Atkinson, Austin, Ayres 
B—Bacon, Bailey, Baird, Baker, Baldwin, Ballard 
Barlow, Barnett, Barnum, Barrett, Bartlett, Bauer, 
Baxter, Becker, Beecher, Beale, Bell, Bender, Ben- 
nett, Benson, Bentley Bernstein, Billings, Bishop, 
Bissell, Blackstone, Blair Blake, Blanchard, Bliss 
Bosworth, Bowen, Bowman, Boyd, Boyle, Bradford 
Bradley, Brady, Brennan, Brewster, Briggs, Brown, 
Bryant Burke Burns Burroughs Burton Butler 
Byron 
C—Cable, Caldwell, Calhoun, Callahan, Cameron, 


Cannon, Carlson, Car- 


Campbell, Canfield, Carey 
Chalmers, Chandler, 


penter, Carson, Carroll, Carter 


Chapman, Chase, Chester, Childs, Clark, Clayton, 
Cleary, Clifferd, Cobb, Clinton, Coddington, Cohen 
Cone, Colby, Coleman, Collier, Collins, Comstock, 
Cendon, Conklin, Conley, Connell, Connelly Con- 
nolly Connor, Conrad Converse Conway Cook 
Cooley, Cooper, Craig. Crandall Crawford, Crom- 
well, Crowley, Culbertson, Cummings, Cummins, Cur- 
tis, Cutler. 

D—Daly, Daniels Davenport Davidson Davies 
Davis, Dawson, Dayton Dean, Decker, Dennison, 
Dillon, Dix, Donovan, Dougherty Doyle, Driscoll, 
Duffy, Duncan, Dunne 

E—Eastman, Edwards, Egan, Elliott, Ellsworth, 
Enright, Evans, Everett 

Fairbanks, Farrell, Feldman, Ferguson, Field, 
Finley, Fisher Fitzgerald Fleming, Flynn, Foley, 
Ford, Foster, Fox, Francis, Franklin, Fraser, Free- 


man, French, Fuller. 


G—Gallagher, Garfield Gordon, 


Gibson, Gleason 


Goldberg, Goodwin, Gould, Graham, Grant, Graves, 
Gray, Green, Griffiths, Gross 
H—Haggerty, Hall Hamilton Hancock, Hansen, 


Harding, Harper, Harrington, Harris, Harrison, Hart- 


man, Harvey, Hastings, Hayes, Healy, Henderson, 
Herman, Higgins, Hill, Hedges, Hoffman, Holmes 
Holland, Holt, Hopkins, Horton, Hudson, Hughes, 
Hunter, Hutchinson 

I—Irving, Irwin. 

J—Jackson, Jacobs James, Jefferson, Jennings, 
Johnston, Johnson, Jones 

K—Kelly, Kerr, Kennedy Kimball, King, Klein, 
Knight, Knox - 

—Lacey, Lambert Larsen Larson Laughlin, 
Lawrence, Lederer, Lee, Leonard, Lehman, Levy 


Livingston, Livingstone, 


Lewis, Lincoln, Lindstrom 
Lyons 


Lloyd, Logan, Long, Lowell, Lynch 


M—Mack MacCormac, MacDonald MacMillan, 
Madison, Maguire, Mahoney Mansfield, Martin 
Mason, Maxwell, McCabe, McCann, McCarthy, Me- 


McKee, McKenzie, Mce- 


Cauley, McIntosh, McGregor 
Mitchell, Moore 


I ean, Mel eod, Meyer, Miller, 
Morgan, Morris, Morrison, Morse, Mueller-Muller, 
Munre, Murdock, Murphy, Murray, Myers. 
N—Nash, Nolan, Norwood 
O—O'Brien, O'Connor, O'Donnell, Ogden, Oliver, 
Olson, O'Neill, Oswald, Owen. 


Continued on page 520) 
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3 Common Christian Names 
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Progressive Speed-Building Practice 
Plate for Tests on Chapters Iive and Six presented in the May Learner's Department) | 
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Cz 4 ae ee en et 


eee, Cotes, Fite, Sven, tre. Dens on Common Comeran Nasu 
Petersen, Peterson, Phelps, Phillips, Péaerce, Porter, - , \ . 6 
Potter, Powell, Powers, Pratt, Price. TEN 
OQ—Quincy, Quinn Abraham, Adam, Adolph, Alan, Albert, Alex, Al- 
R—Randall, Randolph, Reading, Reid, Reinhardt fred, Andrew, Anthony Archibald, Arnold, Arthur, 
Reynolds, Rhodes, Richman, Richmond, Riley, Rob- August. 
bins, Roberts, Robertson, Robinson, Rogers, Ross, Benjamin, Bernard 
Rudolph, Russell, Ryan, Ryerson. Charles, Clarence, Conrad 
S—Samuels, Sanders, Sanford, Saunders, Sawyer, Daniel, David, Donald, Duncan 
Schmidt, Schneider, Schroeder, Schultz, Schwartz, Edgar, Edmund, Edward, Edwin, Elmer, Ernest, 
Scott, Sexton, Sharp, Shaw, Shea, Sheldon, Sheri- Eugene, Ezra. 
dan, Sherman, Sherwood, Shoemaker, Siegel, Sim- Felix, Ferdinand, Francis, Frank, Frederick 
mons, Simon, Simpson, Sinclair, Skinner, Sloan, Geoffrey, George, Gerard, Gilbert, Giles, Godfrey 
Smith, Snyder, Soloman, Spencer, Sprague, Stacey Guy. 
Stafford, Stanford, Stanley, Stevens, Stewart, Stone, Harold, Henry, Herbert, Herman, Hiram, Hugh, 
Straus, Stuart, Sullivan, Swift. Hugo, Hubert. 
T—Taft, Taylor, Temple, Terry, Thomas, Thomp- Ira, Isaac 
son, Thornton, Turner Jaceb, James, Jasper, Jeremiah, Jerome, Jesse, 
U—Underwood, Ulrich, Underhill, Upton Joel, John, Jonathan, Joseph, Joshua, Josiah, Julian. ' 
V—Vail, Valentine, Vance, Vanderlip, Van Dyke, Lawrence, Leonard, Louis, Luther. 
Van Horn, Vaughan. Mark, Martin, Matthew, Maurice, Michael, Moses. 
W—Waddington, Walker, Wallace, Walsh, Ward, Nathan, Nathaniel, Nicholas, Norman 
Watson, White, Williams, Wilson, Winslow, Winter, Oliver, Oscar, Oswald, Owen 
Wolf, Wood, Woodruff, Wright. Patrick, Paul, Peter, Philip 


X-Y-Z—Yates, Young, Zimmerman. (585) Continued on page 550) 
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THAT LITTLE WORD—“AND”! 


Is it really so useful that we 
how we abuse it 


How we use it 


By LOUIS 
Western Michigan C« 


ORD-COUNTS covering a 


material have 


great vari 
ety of demonstrated that 

and is one of the words most frequently 
used. This fact is nothing peculiar to English 
all manner of languages, this 


that 


\s one 


ord stands 


compares 


out as one of the few can 


ireely be translated from one language to an 


' 


ther, always with exactly the same meaning, 


any grammatical construction. So it seems 


tu satisty a universal need 


Everybody who knows any grammar at all 


knows that and is a conjunction. Yet it has 
iten been made to do duty as an adverb, for 
that 1s the only thing it can possibly be when 


appears as the first word of a presumably 


complete sentence Chis adverbial use of and 


is a trick of style whi 


certain shade of expression not easily 


h can effectively mark a 
attain 


able otherwise It can give a peculiar air of 
an added afterthought which no other conve 
nient device could express in quite the same 


ay. Only, the trick works best tor the per 
son who does not try it too often 

Robert 
sometimes been extravagantly praised, but who 


Louis Stevenson, whose “style” has 


| loose- 


frequently put his thoughts together very 
ly indeed, used and merely as a sort of make 
shift means for getting a sentence started. Per- 


haps he intended it to some extent deliberately, 
touch, but 
overdone In a 
this trick no less 


as a “conversational in places it 


certainly seems fairly short 


essay, Es Triplex, he uses 


an nine times, without counting a number of 


following a semicolon, which amount 


clauses 


to the 


THE 
thing like a mature 
timately connected with habitual overworking 
of and. Nothing is 
sentence-structure than the 
upon this primitive device, a hitching-on of mis- 
another like a string 
lack of the 


seeing a 


same thing 

. , 

failure of most people to develop any 
manner of expression ts in 
more typical of juvenile 


constant reliance 


after 


cellaneous ideas one 


ot treight-cars. It shows a more 


intelligent view which is capable ot 
number of things grouped together in an or- 
ganic whole, in which details will be 
distinctly subordinated to others that are more 
important. One might, indeed, be justified in 
saying that and is the arch-enemy of progress 
The only other word com 


some 


in literary style 


parable to it in viciousness of influence against 





cannot get along without it? 
—often punctuating incorrectly 
FOLEY 


liege, Kalamazoo 
tl as child 
the fact 
ot its being only an adverb (not a conjunc 
“thus,” “in that 
Yet this 


coupling 1s 


1° f-eling for unified structure is s 


ishly abused, without regard either for 
or tor its true meaning 
“to that 

means of 


tion ) 


manner,” extent.” other 
makeshift 


overworked than and 


surely less 


ANYBODY) 


in public, of 


has occasion to speak 
best of his 


wl oO evel 
who cares to make the 
personality” in private conversation, should 
letting 


him 


lasten 
I 


avoid kind of mannerism 
itself 


course, anything 


any 
mean, ¢ 


By mannerism we 
keeps con 


upon 
which a person 
tinually doing, not for any intelligible reason, 
habit, which in 


such 


but simply as a meaningless 


time becomes a compulsion manifesta- 


tions are increasingly annoying to an audi- 


ence because they keep constantly distracting 
attention to no 
So far as oral utterance is concerned, surely 


habit, to which 


purp Se 


the worst example is the “uh” 
so many speakers allow themselves to become 
enslaved We all known people 
exhausted our by this 


Wendell 


Holmes, in his verses of advice to speakers, put 


utterly have 


who almost endurance 
entirely needless mannerism. Olivet 


the final emphasis on this point 


(As a native of Cambridge, Massachusetts, of 


course he did not pronounce the r in “urs” any 
more than in “burrs” !) 

ind (or “anduh”), however, is very often 
only the same thing in disguise. It ts really 


more insidious because, being a real word in 


stead of a frankly empty sound, it seems to 


mean something while actually it does not 
Soon it becomes a vicious habit which can 
considerably weaken the effect of otherwise 


clean-cut, forceful speec h 


IN a large proportion of the sentences where 
lack of punctuation makes reading easy 
than it should be, the fault is simply a failure 
to recognize the effect of and, Whenever it 
appears without a comma before it, this con- 

naturally looks to an unsuspecting 
(who does not already know 
word right before 


less 


junction 


reader what is 


coming) as if it joined the 
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it with t v alt it. Compare, fur e degree of clarity t neg t t 
instance, these two statements i rea enunciat ! quite nat 
illy corres} treatment of 
| ticles, preposit stressed syllables of 
all words or | Ls cads 
read and s “bre butt ch 
Once a person has really grasped 1 s- and white as “bla then you know 
nection re involved, problems of punctuation well enoug! countless 
caus im very little trouble le will other combinations 
a megs \ a o thing 1 rns “all about To anyone who has not tually tried the 
mo a0ION 1S ir as it is at all xperiment, it to see what 
tellig it tates cading by ke ping the a diffe nee it t \ the thm the 
s St? d : cat is you gZo along, the whole tone f : : ling will he produced 
rst time you read the sentence. Commas do py, , itivating a clear , f 1" t ex 
t necessarily iV * anything to do with t gerated) « ore it 
b £ pa cs as [x ype used to t I S 
ick int vhen everything writtetr is It is important ‘ . it 
tuat is t e gon to be d \ | bottom t " not 
Mia rat merely ; \ } ™ 
rn t \ £ y it t 
I kACHERS and textbooks have been known fault « tbl ; P 
to inculcate as a theoretical principle that and le. so that 1 f vilo ' 
as interchangeable with the comma Chis is ont ts mromer *% 
i very curious notion, tor the two things are ee ‘eileen i 
essentially opposite in their functions: “and” tone - c omy ‘ 
s, whereas a comma separates Yet this port-nt a ‘ 
lingering misconception is no doubt the r e 
n why n iny P e—including not only many \ ie in oe , , 
newspapet editors but even a fe " reputabl f 1 that this kis ‘ 
bon k publishers—are systematically illogica basically wrong attitude ~~ nord. 
their punctuation of series Comparison ot ing The whole 1 ae “yy cleared - 
the tollowing examples will make plain thx , . ‘ ' 
. s is on Carns fT } \ . 
proper use ola Oomma in connection wit! fact that an 1 se Pe t ‘ 
| ‘ . \\ I whict recedes it, but tro n t 
. t the word or p t. |i a 
rt — it will be seen that ti ts | 
_ : fectly with the | s Li 
i series or a ¢ sent 
Surely it is not difficult to see how a series 
ulfers in construction trom the joining of units W! began this di sion by notici t 
in pairs. In the first of the three quotations, @"d@ is one of the ver mmonest of al 
1 does not simply join “beans” to “peas” but words. Is it really so useful that we cannot 
adds the last item to the series as a whole. To get along without it P ips Uus article may 
the careless writer who does not try to see his pass for sometl > to the ques 
writing objectively as it actually looks, of tion. Of course it has been necessary t 
course such distinctions mean nothing Too, ~ “on the word a number of times, but that is 
the correct punctuation of a series is made to not at all the same a it. Moreover, a 
seem unimportant by the fact that so many few quotations were introduced as examples 
commonly recurring series are ready-made, cut- Otherwise, however, it will be found that this 
and-dried affairs, like “first, second, and third,” Composition was writter ithout even once 
“morning, noon, and night,” or “men, women, using and 
and children.” Since the reader already knows e o e 
well enough what is coming by the time he 
gets to the conjunction, the omission of th si — 
comma before and will hardly mislead him as Thanks! It’s on the W ay 
to the grammar; he will be reading cor- > SINCE my last subscription in 1941 I have 
rectly in spite of illogical punctuation moved too fast to keep up with this magazine. 
but those old copies are still constant com 
BETTER than any other single word, and panions Congratulations for a consistently 
will mark the quality of a person’s oral read fine publication, and please hurry that May 
ing. This is true simply because it is a very issue along.—Pvt, D Randall, Ha. D 
typical example of our least-accented syllables GHQ., Fort Myer 











t. June. 


re ads 


kr Ww 


ntless 


d the 
what 

the 
luced 


les 
his 


ice 


done. Later. Great Britain, 
l 





Greece Wrirer, June, 1943 


4 





Ewin A way 


{venue in Cristobal, Atlantic 


port of the Canal 


Roosevelt 


| ’ r 

The Canal Zone 

S early as the explorations of Columbus, 
the Spanish Government was 
in building a canal through the narrow 
neck of that two newly 
liscovered continents. divided 
Darien, or 


interested 
~ 
connected the 
Opinion 


land 
was 
Panama as the 
However, trou- 


among Nicaragua, 
site for the proposed 
ble at home prevented any serious work being 


Belgium, 


1 
canal 


France, 
the United States turned speculative eyes 


in 


surveys and actual- 
undertaking 


Franc made 


y started construction, but the 


n the site 


roved too much, and the company failed. Thx 
United States then felt it had better do a little 
nvestigating 

After 
canal should be at Panama and 
vhether it locks or at 
sea level, negotiations were made with Pan 
uma, who sold the 
United States in 1904 for the 
annual payments of 


conterences as to whether a 


Ni aragua otf 


many 


should be made with 
needed strip of land to the 
sum of ten mil 
lon dollars, $250,000 to 


be made in addition 


REAL progress in construction was made 
under Colonel G. W. Goethals. Three years 
had to be spent in sanitizing the Zone, in bat 


fever, labor, building 


and modernizing the 


tling yellow organizing 
railways 
Canal took 
ypened officially August 
15, 1914. Cristobal is the Atlantic port; Balboa 
the Pacific. The population of the Zone in 
1940 was 51,827. (land and 
water) is 549 square miles. 


living quarters, 
[he actual construction of the 


seven years; it was 


The entire area 


"THE Canal Zone is administered by an or 
ganization called The Panama Canal; it is 
headed by a governor, who is directly under 
the President. The Canal has always been well 
fortified, but of course the defenses are now 
stronger than ever. 

The climate is tropical—hot and 
the day, with some relief at night. The 
season runs from April to December, the rain- 
fall averaging from 85 to 155 inches yearly 
fever, 


humid in 
rainy 


malaria, yellow 
land is now 


Formerly ravaged by 
smallpox, and other disease, th 
considered healthier than many tropical climes, 
thanks to the modern sanitation methods in 


troduced by the Americans 


CRISTOBAL and Balboa were originally 
part of Colon and Panama City, respectively, 
the latter two being under the administration 
of the Republic of Panama. In 
will find the ruins of a famous old church, one 


of the few remaining walls left after the city 


Panama, you 


was burned by Sir Henry Morgan in 1671 
The old mingles with the new in all four 
cities. The schools, hospitals, and government 


to good ven 
tilation, so important in the tropics. One hos- 
pital in Colon, the Amador Guerren, is noted 
particularly for its modern heat-resisting 
architecture 

Palm-fringed boulevards, 
buildings, the broad sweep of the harbors, the 
ever-romantic atmosphere of ships traveling to 
foreign shores, make the Canal Zone and its 
Republic an interesting spot 


buildings are built with an eye 


cool-looking white 


neighboring 





PHILIP GENODREA 


Panama Line vessel docked in 
the Canal at twilight 
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Another Gregg Pictog ‘aph 





[Nlo-oNE COULD MISPLACE THIS STUPID 


Look- its STAN LAUREL 'N 
CARICATURE - BELOW you SEE HIM 
IN SHORTHAND - 





WN) THE HAIR 1S MADE FROM THE 
0) Ml DOWN-WARD CHARACTERS - P-F- 
‘THE FORE-HEAD 1s MapE |\ V-AND-B- AND THE UPWARD 
FROM TWO BAIEF FORMS a ~~ j canactahe-F-as-® 
aig ty yy fe (\ 4 lA (A) THE EyES AND E yE BRows ARE 
THE -K- . se “) CONSTRUCTED OF THE BAIEF 
; omer peans : “ FORMS- TAUTH, and A-:AN, THE 
AND THE BRIEF FORMS SON : AN 
Was y = SHER -AND-OOUER \ “| 
OMPOSE THE EARS 
WE VSE- F-B-V-ANO 5 d_- 
P-STROKES To PRODUCE iN 


STANS' CHIN / 


Mr. [LavRELS Bony ts Y/) 


AND THE T- STROKE 
“THe NOSE AND MourHw ARE 
/ COMPOSED OF-V-"TH-AND-L- 


\ / STAOKES, THE BRIEF FORM-AtL 
/ \\ AND THE-O- HOOK 


CONSTRUCTED OF THE 

SH -—TH- CH- G- K- P- 
F -8-V- O-S -STROKES, 
THE BAIEF FORM, PLEASE 
AND THE PHRASE- HIAVE- 
SEEN — 







CAN YOU FIND 
THE STAOKES ay 
MENTIONED ABOVE ? SSD 


‘f 





ON-BLEND, THE-O0-AND O-HOOKS, 











Last of a series of shorthand cartoons by Walter Freed, 


Providence, Rhode Island 
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Grece Wairer, June, 1943 


FOR HOMEWORK-AN INTERVIEW 


Betty s impressive brain child seemed to “go over big” at the 
time, but wasn't Ellen’s conclusion right in this brief episode? 


By DOROTHY WILMER 


Was 


, 
Class 


YHE twelith-grade shorthand 


completely absorbed in the entertaining 


report of a job interview being given by 


listened with admiration and envy 


She wished she could have made her own re 


port more snappy 


Each member of Miss Grant’s class was 


interview a prospective employer 


expected to 


and some of the results 


about a_ position, 


brought back in reports showed how much 
training in this line was needed 

‘ ‘ ‘ , ; | | 
EK! LEN, who took her studies seriously, and 


lid very well at them, was listening now to 
Betty, who took he studies because they 
vere the line of least resistance to her aims, 


aimlessness, in lite 
Ellen had been out all day Saturday getting 
would like to 


interview. She thought she 


ork in a law office when she graduated, so 


to five impregnable law ofhces 
scientiously gone, hesitating fearfully at thei 
doors. then self-consciously explaining — hei 


nission to the ome girl In the niti one, 


here the secretary did not 


swers, and let her see the boss, she got | 

nterview. Relieved and pleased at having 
mpleted a formidable assignment, she dé 
narted from the law office of Davis & Davis, 


vith Mr. John Davis’ signature on one of his 
Her report in class this 


but undistinguished 


morning had 


cards 
been satisfactory 
Now Betty was holding forth, and even the 


eternally bored class members looked as though 
they had found something, after all, worth 
living tor 

\{ FUNNY thing happened after I filled out 


the questionnaire he gave me,” Betty was 


iving. “He had me sit at Ins desk opposit 
im, and he kept looking at me with those 
penetrating gray eyes—he was very keen 
wking—and then while he was reading overt 


the application, he kept glancing up at me all 
I didn’t know what to make of tt 

thought maybe I had 
straight 


the time 


a dirty face, or maybe 


until I noticed 


desk in 


wasn't on 
letter on the 


my hat 


that he had a tront ot 


me so that I could hardly help reading it 1f 
| looked down. After that one glance, | kept 
from it because I knew he was 


my eyes away 
watching me to see if I was reading it. When 


e saw I didn't, he finally asked me a fi 
more questions and then | left. but I'm sure 
he was trying me out to see if | was nosey 
enough to read his letters. Oh. ves. he told 


me to come and see him again when I'm out 


ol school ‘a 


Miss Grant was interested, as was thi 
whole class, in this new phas« interviewing 
\ discussion of Betty’s report took the rest 
‘ the class period 
WHEN the bell rang and the students went 
their various ways, Ellen found herself as 


cending the crowded Stairway, next to Betty 


} 


Say, that was a swell report you gave. 
and that must have been some interview 
How'd you happen to get such an exciting 
one ?’ 

Betty looked at Ellen and laughed impish 


ly. “Easy! I didn’t.” 
“Didn't what? What do 


“| didn’t get any interview at all. vou 


you mean?” 


dope 
“What!” Ellen was stunned. “Why. where'd 
stuff you told us 


beautiful head of 


you get all that 

‘Out of this 
Why should I 
for class. I'll get plenty ot them when | A 


to look tor a job So long see you in | nglis 


Nuts! 


run around tor an interview 


! 
h.” 


ELLEN continued towards her next class 
and resentment in her mind 
What 
hard and doing the best you 
like Betty could get 
‘d completely fooled 


revived El 


ith contusion 
was the use of working 
knew 


more 


It wasn't fair! 
how, when 


someon credit by 


telling fairy tales. Why, sl! 


even Miss Grant. That thought 

len’s sense of humor, and she began to laugh 
to herself about it—but the incident rankled 
ust the same. Betty’s rating had gone down 
a few notches in her estimation, but she 


couldn’t help admiring the other's acting 


ability 


Looking back at the incident, however, som« 


months later, Ellen realized that Betty had 
gained nothing by her lie, nor had she really 
fooled Miss Grant The teacher gave them the 
assignment for their own benefit. Ellen, who 


needed the experience of getting an interview, 
had profited by it; Betty, who needed it quite 
as much, had learned nothing and had earned 


the distrust of at least one of her classmates 
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June Transcri ption Practice 
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ART AND CREDENTIALS 





TO A HEROIC PERFORMANCE! 


Congratulations to the students, 


teachers, and stenographers who 


in the face of difficulties came through with their Contest entries 


By FLORENCE E. ULRICH 


HE O.G.A. Contest 


' 
nero 


this year was a 
fortitude, 


work did not 


display f allegiance. 
ind good will. While the 
previous 


ulte measure up to the quality of 


rs, we are justly proud of our loyal teach 
s who, in spite of handicaps, and in many 
tance wit only t remnants of thet 
classes remaining, diligently trained those 
students tor the QO. G \ ( ontest Schools 
hat previously won special banners f large 
clubs were represented this year by only a 
small team—only those students who had not 
lready taken jobs! One teacher wrote: “I 
im sending this club, not because I have any 
usions about winning, but just to show you 
it the sj it Was 1iling Wrote another 
have been entering these contests for years 
t breaks my to know that our litth 
not be near the top again this year.” 


I pleased us that most of the students who 
it school betore the close of the contest 
be ited more efhcient stenographers as 
result of thei ving acticed and won 


Membership 


indicap an ine 


Certifiicat We 
unpetent 


harassed 


e O. G \ 


know what a stenog 


rapher can b business man 


agement, and what little chance the stenog 


apher has ot keeping his job once a 
ompetent assistant can be found, Stenogra 
hers and typists are desperately needed 


everywhere today, and the demand tor compe 


tent help greatly exceeds the supply 


There has been a problem im _ procuring 
teachers, also 

\ " 1 ii és 1 ' 

Vrote one class ‘ al 1 an ( tl cl CiadSSCS 


} 


from this school entered the contest under the 


sponsorship of their teacher; but our teacher 
decided to 
We 


contest copy.” 


left, and we con 


test by 


practice tor the 


had no teacher to help 


ours¢ Ives 
us on the 
Another 


tioning, closing of 


“What 


and now early dis- 


teacher wrote with ra 
school, 
missal for planting, there has hardly 
to cover the work 
in the contest. But my students and 
value of the O. G. A 


results of our 


spring 


been time necessary practice 
lor entry 
I realize the to good 
notes, so here are thx efforts.” 


NOTWITHSTANDING all of the 


inter 
ruptions, there were approximately 20,000 
students entered in the contest this year. The 


teachers who participated know the value of 





the awards’ activities in stimulating students 
to better effort. With 


tion in the offing, 


more intensive mstruc- 
demand for 


before the 


with insistent 
end ol 


training is ab 


stenographers and typists 


the term, more thorough bas 


The 


help to intensify that practice 


solutely essential contest and awards 

Sound shorthand penmanship training is the 

foundation on which shorthand efficiency and 

skill are built 
) 


hand writers 


Faster and more accurate short 


can be trained in less time, if 
attention is paid to good notes at the outset, 
that no bad habits of formed 


ind have to be corrected 


writing aré 


first. There may not 


be time for special penmanship classes, but 
the good shorthand teacher will not worry 
about that! He will teach good notes with 
theory writing practice, and he will drill the 


students in the writing of correct notes with all 


written practice. The fundamentals of a good 
practical style are 
} in execution: which mea freedom from 
ts at the end of characters re lines in 
ead f heavy, shaky nes 
{ rrect pProporttior ? “ in t strokes und Site 
les. Proportion and size re f the utmost im 
portance to fluent reading f shorthand 
Proper formation of characters rhe correct f 
of characters permits of facte mings, a 


« more pid transcr 


A STUDENT ought not to be 
find his 


allowed to en 


ter business and shorthand writing 


style inadequate to the needs of the office 
because he never really learned how to write! 
failed to our pre 
employment test in shorthand because of poor 
that 
transcription skill, exclaimed 
that, in 


portance of good notes to 


\ young lady who 


pass 


ly written notes resulted in inadequate 


“IT am astonished view of the im- 
a stenographer, we 
students never had our notes corrected, nor 
the errors in penmanship pointed out to us!” 
The use of the O. G. A. « 
that 
old way” to get something what ts 
dictated. That is why the O. G. A. Certificate 


has come to mean better stenographers to em 


orrects the im 


pression shorthand can be written “any 


down tor 


ployment managers in communities where 
the schools have made the award a require- 
Che students 


Membership 


ment for promotion or graduation 
who did not win the O. G. A 
Certificate in the should 
next few weeks in intensive, 


contest spend the 
systematic practice 


for the improvement of their notes 
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nan 
BUT to the Contest: Not even playing a THE announcement that the Grand Prize 
glorious part in a major war could dull the Trophy winner was in Honolulu brought ex- 
enthusiast ir Greggites somewh ! clamations f surpris und) =admiratior It 
the battle front! Winning encounters itl iT seemed incredible to many that teams tron 
enemies went d in hand fo ne lad wit Honolulu should be competing because of tl j 
i 
int c et ‘ el nm the iting indicaps ml t \ ire rking \\ 
11 t ’ t i t. We but t ive , \ those clubs rank 
l t ive been ft ri thre among the ves once ag what } 
fivir ( t” to float dow ‘ ’ t ‘ be dor r re if there is en A 
and t young men and womer 1 thusias und wills t k. Mrs. Fras 
Une Sam's art forces practicing i s s Petersor nett st iends 
ly tor t ©. G. A. Contest und ‘ it s se teal Sixt Pla sent a “snay 6 
that probably ive made the i on t herself an t nea elds 
oO heads stand n end! More ver t Phere wasn't t t il class ture 
you, boys! ¥ ire putting on a ¢ s i them, s 1 that among t . 
i we t ed—and proud of you ‘ e g i t Hawal ist mix 
tice must ve been snatched her: t " shorthand t t tual worl t 
fror the ittle tree time ivailable t ing a irvest 
soldiers, but those tew minutes of shorthand vd 
drill probably turned thoughts homeward. Woops RY ( ‘ \lbuquerque High 
awav from the trials of wat perhaps thev School Barnes ( ge, Beacon College, > 
b ght memories of easant eN . C] nan Bus ( ( y will = fine ’ 
scho pract t vit Se oe - 2 test 1 vy we k s t e-Wwil 
In peacetime Ing mns ag t \ couve Hig 
Sx First | t High School 
OF the t ty isand shorthand writers and College Divisi f t Var 
entered this y Private First Class Art couver students g t 
-_ « nner is ¢ n Uncle Sam's ghting vinners Spal \ vy and t 
irmy overseas Wol First Place for iving ! ble” ; St. | 11< t 
written the most t ‘ 1] ‘ ‘ 
beautiful speci S ther 
men of s t i tiger ! 
hand! Cho s especial- 
el oe . 
sands of civ eas samt y gratifying to 
soldiers ‘ —a t the y 
tered the contest es s< ols 
who also worked WA Q t test 
very i d t ra y i is 
in, and scores t te g 
upon scores ol £ s thal 
SS a SUITS > 
specimens were oretentiele Decertaeat es - 
scrutinized until 270 wmthonn sscune 1utomatn and 
long after reg Sew York, Sew Tork 1 eftortless 
lar office hours : | ert stenog 
were over. When 2 , raphers are not 
the hundred ot * . born, they are 
sO best speci van x Aa vy made by prac- 
~ 
mens had beer . pg tice, critical an 
selected from the It cost Farrington High $8.60 postage to get this ilvsis of style 
piles of short- Grand Prize package to us by Clipper and more pra¢ 
hand copies on tice! Thousands 
our desks and turned over to the Chief for of students will be more proficient sten 
his impartial analysis, we were pretty certain raphers as a result of their efforts to win 
we had already picked the winner. When Dr prize in this contest 
Gregg pronounced the specimen which the : 
committee had already voted as best “beautiful y EK editor is pointing varning finger at us. 
ly written and well done,” we rejoiced that saying “Remember the paper rationing,” 
once again a talented young shorthand writer so we'll sign off now and wish you all an 
was to be appropriately rewarded for skill and equally victorious summer! And you gradu 
effort in trying to make himself one of the ates who enter business for the first time, 
best shorthand writers of the world. Con may you take this motto with you, “I will 
gratulations to Private Conner, and to all of render ready, willing, faithful, and intelligent 
the runners up! service always!” Bravo—and success to you! 
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Spotlight on the Contest Entries 


interesting O. G. A. Contest 
the GREGG 


S the mort 
clubs prepared lol 


were being 


Writer exhibit for the Eastern Commercial 
Teachers’ Association Convention at the 
Hotel Commodore in New York City, we 
flashed our camera on some of the entries, In 


the budget 


most beautiful 


evidenced by 
One ot the 
submissions this year came trom the 
High School, The illustra 


terest ran high, as 
over workmanship 
first-prize 
Edgewood 
not do 
with gold 


winner, 
justice to the lovely white 
ing. It work 


f art in itself, but when we opened the draw- 


tion does 


satin box letter was a 


ers and tound many specimens of shorthand 


written with expert skill and firmness, we 


were doubly pleased 


JOHN’S ACADEMY, 
Dakota, submitted their 


ple te 


’ ST Jamestown, 
North 


lovely 


specimens In a 


with key, which 


{ 


cedar chest, con 
he ‘:srerge 


was labeled “1 Writer,” and which we 


were told was the key to shorthand 
lhe top ol the box bore the O. G \ 


SUCCESS 


initials 


in red, white, and blue leather. We regret 
that we were not able to procure a satisfac 
tory picture of this submission for reproduc- 
tion, but the entry will be included in our dis 


plays at forthcoming conventions 
TIONS of a few of the beau- 
idea of 


> REPRODUGC 
titu 


ul designs received give you some 


Mary’s 


sent in an unusuaily 


how attractive they are. St \cademy 


of Champlain, New York, 


attractive binder of stiff white linen with a 
spray of forget-me-nots in blue, green, and yel 
low and identifying lettering in gold Phe 
whole was tied with baby-blue ribbon. Untfor 


tunately, this cover would not reproduce 


> FROM Notre Dame Academy of South- 
bridge, Massachusetts, we received a_ cast 
based on the nautical scheme—yellow anchor 


on a gold and brown moire silk-finish paper 


\ fittingly attractive cover, this particular 
folder, for the beautiful specimens of short 
hand it contained. There were many “Oh’s 


and Ah’s” from the examiners 


>» OVER a period of years, | think the O. G. A 


feature has done as much as anything else t 
efficiency.” 
Secretarial 


C aliforntia, 


advance and maintain stenographx 
” } Pop Principal, 


je i 
i roi S¢ ho A San J Se 


of teaching short 
Miss Hilda Ff 
Blackwell, principal, and her assistant teach 
Miss Lillian Barnes and Mrs. Irene Conn, 
of Weyburn School of Commerce, Weyburn, 


The club 


> ONE of the finest jobs 


hand penmanship was done by 
cTs 


Canada embraced 


Saskatchewan, 





school students as well as day school 


| 


night 
students. Many of these students had less than 
| 


five months’ instruction in shorthand, and, yet, 


their writing in many instances approached a 


veteran's style 


> MY students were thrilled over their Junior 
QO. G. A. certificates 
marked das | 


Some of those girls re- 


handed them out: “I’m going to 


to show 


frame mine,” and “I’m going mine to 
my parents,” etc. I really think they did very 
well, considering that they had not had more 
than three weeks of writing. | spent about 
three minutes each period on penmanship 
drills. The O. G. A. Membership specimens were 


that | did 
student’s penmanship 


not recognize 


and it 


so much improved 


some of the has 


increased their grades, in several instances, 
from D to A. A different interest !—Janetta 
Peterson, Roosevelt High Sch Honolulu, 
Hawa 

> | JUST couldn't resist the urge to measure 
up once more with all the professionally 


minded teachers throughout the c« 
if | had kept up with their pace 


uuntry to see 


The question 


mark that existed in my mind was definitely 
wiped away by the announcement contained 
in your letter of April 28 to the effect that 
I had come off “tops” in the Teachers’ Di 
vision of the 1943 O. G. A. Contest 

My grateful acknowledgment to Doctor 


Gregg and the tremendous organization he has 
built up to serve commercial teachers and the 


thousands of students who are turning to com 


mercial education as a means of earning a 
better living than they might otherwise en 
joy. I just couldn't see that beautitul pen 
dangling temptingly before my eyes without 
trying to “make it mine.”—S. Agnes du Sau- 


veur 


» W HII E | have not been 0 heially connected 
with a public school for a number of years 


and have confined teaching to privat 
students only, I have always tried to keep in 
touch with the latest 
so that I could go back to teaching tomorrow 
if I had to 

Three of my former pupils now work with 
the same company that I do, and they 


much pleased to hear that | was still keeping 


my 


methods and practices 


were 


f things in the shorthand field 

| can that it 
practice for the Contest, and now that [ have 
been awarded Fourth Place | feel that | have 
eftorts Dewey 


on top « 


assure you was a pleasure to 


been amply repaid for my 


Parthun 


Continued on page 550 
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ligh School, Honolulu, 


W. R. Farringtor 


Awards Made in the Annual O. G. A. Contest 
1943 


School Prize Winners 


Hawaii, Miss A 






531 


GRAND SCHOOL PRIZE 


Silver Loving Cup to the School and a $50 Bond to each Teacher 


Keakealani Lee and Toshio Matsushima, teacher 


Team: 249 students Score: 103.25 


DIVISIONAL 


First Place 


Silver Loving Cup to the School and $25 in War Bonds 
or War Stamps to the Teacher or Teachers 


Scuoot anv Correce Division Vancouver 
Vancouver, Washington, Rosa G. Web 


Hicu 
High School, 
ber, teacher 


Team: 72 students Score gx 00 


Private Scnuoots Division 


Angeles, California, Mabel Morton Fa Ea and 
Urs. Urina R. Frandsen, teachers 

Team: 128 students Score 1.25 
PAROCHIAL Scuoots Division Edgewood High 
School and College, Madison, Wisconsin, Sister M 
tlexius, teacher 

Seem: SB ctudunts Gews: 02.1 


Second Place 


Second-Prize Banner to the School and official Gregg 
Fountain Pens to the Teacher or Teachers 


Scuoot anp Coriiece Division Albuquerque 
School Albuquerque, New Mex Wilma 
Deen, Elizabeth Taupert, and Lillia M. Kicks 





teachers 


Team: 177 students Score: 83.2 
Paivate Scunoors D SION Secretarial Training 
School, San Jose, Califor " ’ Pople, teacher 
Tear 26 students Scor 24.00 
ParocniaL Scuoots Division: St. Mary's Academy, 
Colon, Panama, Sister M. Georgina, teacher 
Tear 16 students Score 8 


Third Place 


Third-Prize Banner to the School and a Gregg Foun- 
tain Pen Desk Set to the Teacher or Teachers 


Hien Scuoor anv Cortece Drviston: Illinois State 
Normal University Normal, Illinois, Alta J. Day 
teacher 


Tear 77 students Score 20.50 


Private Scnoots Division: Weyburn School of Com 


merce, Weyburn, Saskatchewan, Canada, Hilda F 


Blackwell, Lillian Barnes, and rs. Irene Conn, 
teachers 
Team iT students Score o 0 


ParocutaAt Scnoorts Division: Saint Augustine High 
School, Chicago, Illinois, Sister M. Eilfrida, teacher 
Team 121 stu t Score a} ’ 
Next Five Places 


Prize-School Banners to the Schools 


3 


Hich Scoot anp Correce Drivisios Wellingto 


AWARDS 


Township High School, Wellingtor Illinois, Mr 
aril Baumgardner, teacher 
Team: 10 students Score 78.7 
Tigard High School, Tigard, Oregon, Nellie Elwert 
teacher 
Team: 22 students Score 7 
Roosevelt High School, Honolulu Hawaii, Mrs 
anetta Peterson, teacher 
Team: 144 students Score 76.50 


Haverford Township High School, Upper 
Pennsylvania, Lena H. Rohrer, teacher 


Team 70 students Score 0 


South St. Paul High School, South St. Paul, Min 


nesota, Marie Mahaffy and Helen Hoover, teachers 
Team: 98 students Score 73.25 
Private Scuoors Division Beacom College, Wil- 
mington, Delaware, Anne B. Wright and Isabella B 
Hitch, teachers 
Team: 91 students Score: 82.0 
Margaret Dietz Commercial School, Honolulu, Ha 


wail, A. Margaret Dietz, teacher 
Team: 41 students Score: 81.2 
Atlantic Union College, South Lancaster, Massachu 
setts, Irene E. Ortner, teacher 
Team 10 students Score TR. 
Hawaiian Air Depot Apprentice School Hickan 
Field, Hawaii, Miss A. Keakealani Lee, teacher 
Team ll students Score 77.7 
Meadville Commercial Colleg« Meadville Penns 
vania, Maude S. Haskell, teacher 
Team: 24 students Score 72.00 
Parocutat Scuoors Division Spalding Academy 


Spalding, Nebraska, Sister Clare, teacher 


Team 19 students Score an 
Gom: Counsel Academy, Mankat Minnesot ster 
Mary Alphonse, teacher 

Team 16 students Score xn 
Notre Dame High School, Centr Falls. Rhode | 
land, Sister Marie-Deonalda i the Sacred Heart, 
teacher 

Team 18 students Score: 80.50 
St. Francis Studios, Balboa, ( Zone, Sister A 


Frida, teacher 
Team: 17 students Score TS. 00 
Notre Dame Academy, Southbridg« 


, 


Sister St. Jean du Cenacle, Sister 


Massa husetts 
Vaart de-I , 


and Sister Eustelle-det Eucharistic, teachers 


Team 3 students Score 2 


Honorable Mention Banners 


Hicu Scnoort anp Correce Division: Oklahoma Ag 








i Se ——————————————————E—————— MM CC TT TE EE 
— P| 


: A s-4u-S 
or. Agnes-d 3 


Lowell ,Mas 
lst, TeachersDivision 





. . er pet, ge Sea ag 
Edgewood High School and College, 


lst Place Winner, Parochial 





Albuquerque High School, Albuquerque, New Mexico 
2d Place, High School and College Division 











College, 


Woodbury 
Californ 


lst Place W 


ia. 


Private 








\, PRIZE SCHOO 


41 
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A 


Division 


lst Place, High School and College 
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a, t . ’ R ; 8 
P ! ] ( ‘ Por . « . | " 
ri ( , t 
H h S¢ ~ I . . PAR 4 S D M S | 
: ( \ N ~ ( , , 
Stoughton H Sct Stoug W j : idee ~ 
as tage ong N M 
, . tre ) “ ~ >) 
Marysville H gh S M Kans rene ‘ a 
reager, teacher 
Chino High S« 7 ( ( Sn “ S | s A M ss os , 
rner te eT r , , , 
Powell County High Sct D Lodge, M , . 
es t Stever nm, te Ss \ s Acader k M n Ouel 
Shinnst High § SI n, W \ : . 
Velma 1 t I 
Chic State ( cl ( f { St. M s A ( N York ’ 
Ward, teach rte te 
Deadw H S l D S Dakota H Angels A S t J I ! 
[ " t ‘ > ( la . , 
r \ 
Private S D SION } es So} e S \r Ay M Ove ( 
meree Det ‘ r rp 
eache S 











| ‘ | ~ 
Dunsmore B s ( g S n, \ "1 a 7 ea ' 
Ri ’ , , Tt 
ae Biches & Sos _ . f St. Sebast High S ( s ter 
aH { row t 
. ’ ° . ° 
Gold Seal Honorable Mention Certificates 
S \ H < 
California Hawaii Hie . ~ z 
Ex I I S H Hi Ss 0 \ . , , : H ~ S 
Norwalk, Vivian Montg nex, Olaa, Frank C. R ; ; 
ery, teacher mo, teacher Vaine - - = a 
nion High Sel Orange, St. A ( H 
Martha Z 8S t. t f S W k M St. P s I 
nion High 8& ” Y = r M i t > \ \ t Vissouri 
Roble Berna Be Vv , } ; S ! , 5 
teacher : ne arviane D 
_~ OO Illinois - a 
M Maude W. Hend : I N D rn ; 4 = 
acher Hig! Sel \ s M ( 
High School Santa ¢ : . » M. 7 7 
Imo R. Gar : iN ‘ : St. Jos s Colles } 
o tok High School, Batavia, B — a oa on Montana 
s ss ot . 
. Mund Ca ! H ‘ H S 
Canada - 7 S ‘ 
+ me he Massachusetts 
Ss Michael Acad I Harter-Stanfor Towr 
. : Jes Mar Acad I 
jon, Manitoba, 3 M High School, Flora, Mrs Biver, i New Jersey 
af or ‘ RK \ s H 
Ss Peter acher Ma A CG ' r 7 
A ade e Sai te-Ma H Dr Tow H Re H - = D> Aca 7 
l 1 Ontario, S Sinai G ‘ } . Fue Po ‘ S “st : 
Sainte-Ludivir . Met acl , . re M H 
Ss Ann's Boarding Scho Co y High Set HW 
r M —" S 4 4 “ul 
Lachine, Quebec, S vard, Martha L. Bussert Sister M I Wee High Scho 
Ernestine and Sister M teacher - salle \ , Eliz h RB 
Louise- Alma teacher we Patr H ~ rw an : 
eed k Edwa F. Sea H A F. ¢ \ 
Our Lady Mm Perpe : H Kankakee Sister M A Sel M t H aura | 
School, Ladysn i 1 Augusta t Ww) : , oO Lady © | 
Columbia, Siste J H Sct M BGtestem Gin H < Hig < N Ar 
Margaret, teacher ’ 4 K iesewette tea r R xbur Sister Mar nS Sist Ca t A i 
Our Lad of the Sacred Hiet Scho ~ ] I . MN P 
— 5 ‘ _ r ~ I A . . . i Sis r M I ur 
a : Ste = 
teacher ate * New Mexico 
a eS —¢ g . Indiana Roxt.ur Sist M. 1 ( H Scho G 
ber Sist ie-S Catholic Central High S —_* - ' ° I . 
Marie, teacher Hammond. Sister \ , ° . 
Presentation of Mary Acad —<_" ms Michigan 
emy, Sutton (Brome), Que- sign School, Hammond Vew York 
ben Sister Marie-des Perle Marie Parvis Mar Western High School, D 
| Neiges, teacher an Speelmar j troit, Gladys Grams ‘ High Scho Ave 
Presentation of Mary, Sweets i teacher Mrs. Dor H 
burg, Quebec, Sister M Catholic High School. H High Sel I ( IH , A 
Francois de Jesu teacher inaten inter Me Peterso teacher 
rome Nee High Set Ha I 
. eacher - 
Colorado St. Francis Hich Scho Hlea r Thoma ine Vorth Dakota 
Lafayett Sister M. M its ary <_— St n’s Acader ' 
Rio Grande County Hig! lestina, teacher School, Lansing, 5 Sachar ‘Sans 
School, Monte Vista, Clara St. Joseph Acack r Fidelis, teacher t 
Cc. Linder! teacher Sister M. Gerard ‘ Loretto Acad - 
Maris Ss M . 
ae. acher Ohio 
District of Columbia lowa ” - —— , 
Minnesota ; ; 

; Saint Patrick Acacle Ss r High Scho 4 I a W 
Washington, Sister Mar Madalene Canvin, tea Cr I ] ( SY H 2 . 
Julie and Sister Mary High School Ma ta lege, (Cr Editt R Tv ‘ 

Matilda eachet Elizabeth Lonerga tea W ; 
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Pennsylvania South Carolina 
‘ Ca High School High & “wl, Chester, Lu 
Allentowr Sister Mar le Miller, teacher 
Jutta and Sister Mary 
ter act . 
Hu mere, Seneese, ie South Dakota 
‘ Mit M. Schreit High School, Cant Vir 
gi 1 8 Haynes eacher 
H Sel , t Cit Hi School, Huron, Laura 
Ma G B \ r I me eacher 
s Heart A Lan- High School, Lead, Nina I 
s r M Ma N m, teacher 
i R teac 
] ' ‘ H > - “—_ 
MeShert n, Sister M Virginia 
— — . Mf " ini ) J r Colleg Ferrum, Ver 
Dorot! fk Hamilton and s Ashworth, teacher 
K. Ez Bucher, tea 
H ~— oo ' Virgin Islands 
acl St Patrick's School Fred 
~ Hig s N St Croix Sister 
Ma ! M Leona acl 


Island 


High Set ‘ High School, Cha 


j e. Sisters. F.C.J Sister M. Cutt 


Rhode 





Junior O. G. A. Test 
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June Test 


[All clubs of test papers should be accompanied by 
accuracy in making out certificates 


a. De Ge Ce 


and insure 


Junior O. A 


INSTRUCTIONS Arrange this material from the 
m one sheet of paper. Supply neat border around the 
paper length of time take 

VICTORY GARDENS. Vegetables 


that are common and easily grown can 
furnish a good share of the energy, vita- 
mins, and minerals that all of us need 
every day. During periods of national 
emergency, normal commercial vegetable 
supplies may be too short to meet unusual 
demands, or otherwise not within the reach 
of everyone. It then becomes a public 
duty, as well as a private necessity, that 
everyone who is able to grow at least a 
part of the vegetables needed for his family. 

Beginners who are able to make a vege- 
table garden are more likely to succeed if 
they confine their efforts to a few staple 
and productive kinds of crops. 

The pamphlet which accompanies this 
notice is intended to give general informa- 
tion that will introduce the inexperienced 
prospective gardener to the subject and 
enable him to make a beginning. It gives 
elementary information on what to grow, 
how to prepare and fertilize the soil, how 
and when to plant, how to care for the 
plants, and how to utilize the crop. 


and UO. G. A. 
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Material 


a typewritten list of names to expedite check neg 
June copy is good as membership tests for 
until September 25, 1943) 

T. Tes 
- £. Lest 
United States Department of Agriculture artistically 
copy. Make heading in all caps. Write at top of 


n to complete the test 


“Victory Gardeners” should consult their 
State agricultural colleges, county agents, 
vocational agricultural teachers, local ex- 
perienced gardeners, and should study the 
publications on gardening and storage more 
closely adapted to their local conditions, 
prepared by their own State agricultural 
experiment stations and extension serv- 
ices. 

The burdens of war are already creating 
serious food-production, distribution, and 
preservation problems. Labor and machin- 
ery shortages interfere with production; 
overloaded railroads and restricted motor 
transport interfere with distribution; and 
inadequate supplies of labor, steel, and tin 
demand that civilians depend less on foods 
canned in tin. 

There is now real need for civilians to 
relieve the burden on commercial food 
sources, transportation, and preservation by 
growing all food that is practical at home 
and preserving, storing, and using it over 
as much of the year as possible.—“Con- 
sumers’ Guide.” 


Senior O. A. T. Test 
INSTRUCTIONS This is a three-point job. 1. Type on one page the article What Vegetables to 
Grow.”’ 2. Type on second page the table of vegetables as sources of vitamins, minerals, and energy his 
will take the full width of the page. Rule lines for heading and columns. 3. Type Plan for a smal! garden. 
This should be typed lengthwise on the pauper. Rule lines as shown. 
Show at top of first page the total length of time taken to work out the complete job 


WHAT VEGETABLES TO GROW. 
As recommended by “Consumers’ Guide.” 
Primarily, one should grow vegetables that 
will be most enjoyed, provided they can be 
grown successfully in the area. However, 
if a garden is to contribute to a better-fed 
Nation, it should contain most of the vege- 
tables listed in Table I. 

The green leafy vegetables—chard, col- 
lards, kale, and turnip greens—are of 
greatest importance, and one or another of 
them should be available from early spring 
onward to severe freezing weather. They 
should be in every garden and should be 
eaten frequently. 

Tomatoes and beans are so widely 
adapted that they should be generally and 
generously grown. Tomatoes are so easily 
canned that they should be grown for can- 
ning as well as for eating fresh. 


Beets, carrots, and onions can be stored 
for some time as well as used fresh; so 
quantities of these, sufficient to afford a 
supply long after harvest may be planted. 
Parsnips and salsify can be left in the 
ground all winter. 

Cabbage is easy to grow, but only a few 
plants per person should be grown for har- 
vesting at one season, as cabbage does not 
stand long after heading. However, any 
large surplus of cabbage can be made into 
sauerkraut, and heads of the Danish type 
can be stored. 

Sweet potatoes, potatoes, and sweet corn 
are among the best energy foods, but they 
require considerable space in the garden. 
They are not recommended for the small 
garden, but potatoes might well be included 
if oné has a quarter-acre garden. Sweet 
potato vines require so much space that 
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June Competent Typist Test 


Use double spacing in typing this ten-minute test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. Diride this by 10 to determine the net words per minute. The number of 


strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes 


To you, my dear sir, I present my excuses and apologies. 
You are precisely the man that I have been wishing to meet 
for about forty years. Will you kindly send me your name 
and address, and state your charge for telling me how you 
do it? Instead of me talking to you, you ought to be talking 
to me. Please come forward. That you exist, I am convinced, 
and that I have not yet encountered you is my loss. Mean- 
while, until you appear, I will continue to chat with my com- 
panions in distress—that innumerable band of souls who are 
haunted, more or less painfully, by the feeling that the years 
slip by, and slip by, and slip by, and that they have not yet 
been abie to get their lives into proper working order. 

If we analyse that feeling, we shall perceive it to be, pri- 
marily, one of uneasiness, of expectation, of looking forward, 
of aspiration. It is a source of constant discomfort, for it 
behaves like a skeleton at the feast of all our enjoyments. We 
go to the theatre and laugh, but between the acts it raises a 
skinny finger at us. We rush violently for the last train, and 
while we are cooling a long age on the platform, waiting for 
the last train, it promenades its bones up and down by our 
side and inquires: “O man, what hast thou done with thy 
youth, and what art thou doing with thine age?” You may 
urge that this feeling of continuous looking forward, of aspi- 
ration, is part of life itself, and inseparable from life itself. 
And that is true. 

But there are degrees. A man may desire to go to Mecca. 
His conscience tells him that he ought to go. He fares forth, 
either by the aid of a travel bureau or unassisted. He may 
probably never reach the port he seeks. He may drown be- 
fore he gets to it or he may perish ingloriously on the coast 


written.) 


Strokes 
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964 
1026 


1090 
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of the sea, and his desire may remain eternally frustrate. 
Unfulfilled aspiration may always trouble him. But he will 
not be tormented in the same way as the man who, desiring 
to reach Mecca, and harried by the desire to reach it, never 
leaves his home town. 

It is something to have left his home town. Most of us do 
not do even that. And our excuse to ourselves is that there 
are only twenty-four hours in the day. 

If we further analyse our vague, uneasy aspiration, we 
shall, I think, see that it springs from a fixed idea that we 
ought to do something in addition to those things which we 
are loyally and morally obliged to do. We are obliged, by 
various codes written and unwritten, to maintain ourselves 
and our families in health and comfort, to pay our debts, to 
save, to increase our prosperity by increasing our efficiency. 
Yet, if we succeed in it, as we sometimes do, we are not 
satished. 

Even when we realize that the task is beyond our skill, that 
our powers cannot cope with it, we feel that we should be 
less discontented if we gave to our powers, already over- 
taxed, something still further to do. 

And such is, indeed, the fact. The wish to accomplish some- 
thing outside their formal program is common to all men 
who in the course of evolution have risen past a certain level. 

Until an effort is made to satisfy that wish, the sense of 
uneasy waiting for something to start which has not started 
will remain to disturb the peace of the soul. That wish has 
been called by many names. It is one form of the universal 
desire for knowledge. And it is so strong that men whose 
whole lives have been given to the systematic acquirement of 
knowledge have been driven by it to overstep the limits of 
their program in search of still more knowledge. Even the 
greatest mind that ever lived, was often forced by it into 
agreeable little backwaters of inquiry.—Arnold Bennett, 


in ‘‘How to Live.’’ 


|Repeat from the beginning until end of the ten-minute test period.| 
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the crop probably should be grown only in 
the larger gardens—a third of an acre or 
more—and then only in regions having a 


Tue Grece Writer, June, 


sufficiently long and warm summer. Sweet 
potatoes are grown most extensively in the 
southern half of the United States. 


PART II 


TABLE I. Vegetables as Sources of Vitamins, Minerals, and Energy 
Kind of vegetable Vitamin A Thiamine Ascorbic Riboflavin Calcium Iron Energy 
Acid valuc 
Calories lb 
Beans, lima (green . Excellent Good Excellent 595 
Beans, snap Excellent Good Good Good Good 190 
Beet greens Excellent Excellent Excellent 150 
Cabbage Good Excellent Good Good 130 
Carrots Excellent Good Good Good 205 
Chard Excellent : Excellent Excellent 115 
Collards Excellent Good Excellent Good Excellent Good 225 
Corn, sweet ‘ Good 510 
Kale Excellent Good Excellent Excellent Excellent Excellent 225 
Lettuce, green Excellent Good Good Good Goo 85 
Parsnips Good Good Good 380 
Potatoes Good Good " 385 
Spinach Excellent Good Excellent Good Excellent 110 
Squash, Hubbard Excellent 200 
Sweet potatoes Excellent Good Good 565 
Tomatoes, red Excellent Good Excellent 105 
Turnip greens Excellent Good Excellent Excellent Excellent Excellent 165 
Turnips, white Excellent Good 155 
PART III 
TABLE II. A SUGGESTED PLAN FOR A SMALL GARDEN, 35 by 100 feet 
Figures at left margin indicate distance in feet between rows 
Rows run the long way of the plot 
Feet 
2 ] 
| Pole snap beans 
2 Kentucky Wonder 14 Ib. seed After harvesting beans, follow with 
‘ | Pole snap beans.) 3 rows of Purple Top Globe turnips; 1 ounce seed 
Pole lima beans 
2 ) Carolina or Sieva; % Ib. seed 
3 Pole lima beans. ) 
4 Tomatoes (not staked Earliana; 2'4 dozen plants; 31% feet apart 
Tomatoes (not staked) 
4 ) Marglobe; 4 dozen plants; 4 feet apart. 
3 Tomatoes (not staked).) 
Chard. Fordhood Giant; 1 ounce seed. 
1% 
Beets. Crosby Egyptia ) da te 
pe — y ayptian or Detroit Dark Red; 1! After harvesting beets, carrots, 
1% and turnips, follow these 3 rows 
Carrot "hantens ‘ 1 seal August 1 with 2 rows of col- 
1% arrots. Chantenay or Nantes; 14 ounce seed lards; 200 plants or 2 packets 
Turnips. Shogoin; % ounce seed seed. 
>1 
“72 
- Cabbage. % row Golden Acre; '% row Glory of Enkhuizen; 3 dozen plants each variety 
: Onions. Yellow or Ebenezer; 1 quart sets. 
Radishes. Scarlet Globe; 4% row at 10-day intervals; 
1 ounce seed. After harvesting radishes, lettuce, 
and spinach, foliow these 3 rows 
Spinach. Long Standing Bloomsdale; % ounce seed with 2 rows of U. S. No. 5 
1 : ) Refugee beans; 1% feet apart; 1 
Lettuce. Black-Seeded Simpson; row at 10-day pound seed 
. intervals; 1 packet seed. 
i723 
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THE SHORTHAND REPORTER 





SHORTHAND GOES TO COLLEGE 


Disclosing the magic secret of how to train stenographers and 
reporters—sans error, sans speed, sans outline, sans sense 


By CHARLES LEE SWEM 


Official Reporter, New York Supreme Court 


OR has been 


much 


twenty years or more there 
talk 


i college 


ot making shorthand 
taught 


shorthand 


reporting 


subject here have been 


some sincere who be 
that 


lawyers are 


reporters 


lieved students trained as doctors and 


trained, in the schools of higher 


arning, would produce reporters of greater 
efhciency and scholarly attainments. There 
have been others not so sincere, who have 


advanced the college idea for reasons unasso 


iated with true academic considerations 
For one, I have consistently subscribed to 
the belief common among reporters that there 


is an actual need for definite and rather ex 


tended 


benefit of ambitious sti 


courses of study established for the 
I 


idents who wish to en- 


ter the profession of reporting. I have never 


been partial to any particular means by which 


this was to be accomplished, whether through 
business school, the 
itself, if the 
iniversity with 
a part-skill and part-academic training 
I have, however, 
doubt that it 
the college or the 


particu 


he medium of the private 


igh school, or in the university 


could be induced to regard 
lavor 
such as shorthand reporting 
upon occasion expressed a large 
subject for 


vas a proper 


university, since the training of skills, 
larly the extremely high skill characteristic of 


shorthand reporting, was not the true objec 


‘ 
tive of the university. 


YET ther« 
| have wondered 
growing old and was prejudiced in favor of 
existing untried, There 
I recall, when it was predicted by 
educators that the 
be able to teach the 


been I contess, when 


was not simply 


have times, 


whether I 
things over things 
were times, 
short-sighted commercial 
high schools would nevet 
skills that once constituted the exclusive field 
of the private business schools. It is true that 
schools did some tall old scratching, 


scrap altogether many 


the high 
and had to modify or 
f{ their once arrogant notions of the inferior- 
ity ot training, they even 
commenced to compete on even terms with the 
So, I have at times set 
my own ego off at a distance, have gazed at 
it objectively and queried: “Now, sce 
who has conferred upon you the power to gaz¢ 
into the future and say 
what is not? How do you know the colleges 
couldn't teach a skill like shorthand reporting, 
if they really decided to do it?” 


vocational before 


private business school 


here, 


what is possible and 


rhe answer, of 
lon't know; 


course, has always been, “|! 
I only believe they cannot, from 
I still believe they cannot, 
and never with more justification than at this 
moment, when I have just 
one of the most remarkabl 
lished 


Y 


past experience 


reading 
pub 


finished 


books 


evel 


book to 


read, or more properly a dissertation, which r« 


\ friend the other day gave me a 


ported upon a three-year study of two short 


hand systems, conducted under the auspices of 
ot one of our most re 


the graduate school 


nowned institutions of learning 


BRIEFLY, the object of the study was to de 


termine the relative merits of two named 


shorthand systems “when taught in _ publi 


high schools for a period of two years, with 


the objective of general office us« The study 


or investigation was conducted jointly by a 


professor of the university and a graduate 
student seeking a Ph.D. degree upon the basis 
of the study so made. It is wholly unimpor 
tant what the two particular shorthand systems 
were that were thus studied and reported upon 

The results reported upon are likewise un 
important; indeed, they are more than unim 
portant, they are meaningless when one real 
izes the methods by these academi 
investigators sought to test the systems under 
study and the abilities of the innocent victims 
students 


which 


of the experiment, the themselves 
Now, pay close heed, for what I am about to 
tell you is breath-takings—especially to a short 
hand reporter. I shall not blame you in the 
least if you disbelieve at first; so I shall quot 
chapter and verse from the report itself, as to 
how the students were tested and rated 


just 
THIS is how the learned professor and the 
ambitious doctor-to-be solemnly rated the capa 
bilities of the students being tested They di 
tated to the various classes, in 2'2-minut 
takes. the usual amanuensis speeds of 90, 100, 
110, and 120 minute, The students 
transcribed the dictation. Then the investiga- 
tors gathered up the papers and rated them 
according to this formula, which I quote ver 
batim from their report 


words a 


“There were two scores for each letter: the 
number of errors made in transcription and 
the number of words omitted. These two scores 
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d into pe 


were turie 


! 
umber correct’ to the ‘number attempted.’ 
vas transcribed but there 

transcript, the A 


maximum possible 


score 


score 


seem a bit compli 
ated to i mere cp t at first glance. but 
there is no ambiguit about it It is clearly 
stated, and it means exactly what the learned 
fessor and t ambitious doctor-to-be meant 
t to mean It means that paper was rated 
niv on the number of rds that the student 
succeeded in getting, and what he left out was 
ntirely overlooked ()y more accurately 
stated, they did not overlook what the student 
eft out; they actually rated the student 100 
cent tor every \ | e omitted 
\s ar xampl f student succeeded in 
tting down and transcribing only the salu 
tation of the letter, “Dear Sir,” and the compli- 
entary closing Yours very truly.” without 
vy errors in those five words, but left out the 
ntire body t the letter he would be give 
score ot 100 ar cent i pertect scor 
Whereas i student got every word of 
e letter, but 1 \ s in transcribing 
uld b charged vit those live errors and 
ild secure a rating proportionately less 
than 100 pe ent 
LI! ST it be suspected that I am juggling 
ds ft the purpose of giving an untair en 
mple of the investigators’ formula, let me say 


supply thet 


vn example 


s \ 
< x sit S r 
Briefly stated, the system of 1 ating was based 
the number ot words that the student suc 
eded in getting down or that he attempted 
to transcribe, rather than the number of words 


lictated \ word omitted would be counted 


as correct, whereas a word incorrectly tran 


scribed would be counted as an error 
arched the report vainly in an 
the 


doctor 


I HAVE se 
ort 
the 
to actuate 
the I method of 
I confess that | 


minds 
to-be 


to discover just what was in 
learned protessor 
MS most unusual, 


them in adopting tl 


rating shorthand 


haven't the remot 


to Say ast, 


ethciency 





percentage act acy scores 
by the tollowing formula 
\ 

where 

\ 

c 1 + t ‘ 

score is independent of how much the 
student transcribed, for it is the ratio of the 
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est notion of the processes of ratiocination by 


thes¢ academi 


pon such 


which two investigators hit 


a scheme of marking. Further 


even 
my powers of imagination fail m« I have no 
doubt that they had a reason, and what to 
their academic minds seemed a good reason 


| yield to nobody in sincere and profound re 


spect tor disciplined academic training, of the 
sort that our institutions of higher learning 
were founded to provide or to impart 

How EVER, I have occasionally thought that 
educators, both high and low ive somehow 


a little confused as to what were the ends 
the mechanics 


Masters’ 


got 


of education and what were mere 


ot education | have seen degrees 


conferred on mere compilations of statistics 
that might have been prepared by any normal 
high school sophomore of patience and indus 


try; the only merit entitling the compilations 
to any consideration at all being the novelty 

the subjects studied Prognostics, 1.Q.’s, 
S-R’s, psychosomatic profiles, concomitant 


variables. P.I R s and a col 


aterals, it has seemed to m ave for vears 
so usurped the place of the fundamentals that 
it is sometimes hard to tell now whet! edu 
cation is really tor the purpose of imstructing 
and refining the teacher or of teaching and 
guiding the student 

And now we have the acn { them all, a 
shorthand test that rates as perfection, not the 
ability to take notes and to transcribe them 
rectly, but rather the unique ability to 
write notes that cannot be read, and the in 
ability to “get down” anything at all! 


a deplorably 


tive 


, 
wit 


ACTUALLY, 


had planted as a 


if somebody 


mean nature ringer in 


classes of the unsuspecting investigators a 
student who took all the tests in unabbreviated 
longhand. it is obvious that such a student 
under this system of rating, could have headed 
all the others in the entire study, without 
knowing a single word of shorthand 
Perhaps it is my simple reporting 1gnor 
ance: I do not profess to know what the good 


protessor and the graduate student had in mind, 


but I do protess to know what the reporte! 
must have in mind when he attempts to follow 
the speeds ot the court room, and | am ex 
tremely thankful that I never had the extraor 


dinary privilege of being taught shorthand r 
the 


institution of 


° ¢ of 


porting under supervision of the graduate 


school of an higher learning 


> A POPULAR early substitute for the type- 
writer ribbon was an inking pad, on which the 
type letters The appearance of the 
automatic ribbon reverse in 1896 meant the 


abandonment of the inkpad.—Joseph A. Moore. 


rested 
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6. The ma os, whose story w 
was at gener 
7. He objected to his (secretary's 
tarys ireless hling of the reports 
8. We have a new shipment of (child: 
childrens clothing 
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Drill on Common Christian Names 


Continued trom page 520 

Ralph, Raymond, Rubi Richard, Rudolph, Robert 
Roger, Rufus, Rupert 

Samuel, Steven, Simon, Solomon, Sylvester 

Theodore, Thomas 

Victor, William, Zachariah 

WoMEN 

Adeline Agnes, Alice Alicia, Almira Amanda 
Amelia, Annabelle, Antoinette Arabella, Augusta 

Barbara, Beatrice, Belle Bertha, Bridget 

Caroline, Catherine Cecelia, Celia, Charlotte 
Christina, Clara, Constance Cora, Cordelia, Cor- 
nelia, Cynthia 

Delia, Dorothy 

Edith Edna, Eleanor Elizabeth Eliza, Emily 
Emma, Esther, Ethel, Eunice, Evangeline 

Flora, Florence, Frances 

Georgiana, Gertrude Grace 

Hannah, Harriet, Helen, Henrietta, Hortense. 

Ida, Inez, Irene, Isabel 

Janet, Jessica, Josephine, Judith Julia, Juliet 

Laura, Lenora, Lillian, Lois, Louise, Lucy, Lydia 
Lititia. 

Mabel, Margaret Maria Marian Marie, Mary 
Martha, Matilda, Myra, Mildred 

Nancy, Nora 

Olive, Ophelia 

Pauline, Pearl, Phoebe, Priscilla, Prudence 

Rachel, Rebecca, Rosalic Rutt 

Sarah, Sophia, Stella, Susan, Sylvia 

Theodora, Theresa 

Victoria, Violet, Virginia 

Wilma 


Spotlight on Contest Entries 


( niinued from page 529 
“Smilie” At Last! 
) ().¢,A 
} 
VV —_ 
Vi { H 
] ( 
W 
Fr s 
He »# I 
I s ted M 
A; 
\ ( 
The 
i’. - — ‘ OGA 
But ( 
Tha A I 
I h } ( 
I eave the S.A 
But I'n ‘ 
Wit tests Of \ 
\ s I S 
1) } 
| M t S | O.G.A 
D t , , S 
And sure enoug! Smil did take an Hon 


} 1 


Banner Dack to 
} 


Antigonish 
down were 


Mention 


' 


orable 


with him [he papers he brought 
i 
] 


as irresistible as these verses an 


on the Contest 


covel 


his picture 
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ms| WHO’S WHO IN SHORTHAND SPEED 


Ray Adams now serves Admiral Nimitz 


Reports EXAMINER A, A. BOWLE 


obert 


anda 


ta. 


lotte 
Cor- 


miiy, * 


ydia 


lary 





Ray E. Adams 


- nd ¥ i il I | \ ‘ t D L te Adi W ritet M 
C. W. Nimit I \ ty tu ims was chosen, It di t take him lon 
ldn’ p trom the tine t Ss present st 








t I ild \ M Adams completed the ¢ four-yca 
t € assign t ictati mercial course in the Manual Arts Hig 
t stenogral] t Cor , School, Los Angeles, California, in three and 
( nel i the Pa I t Boy ‘ t ilf years. W n e¢ was graduated, wi 
ill that must ! the 100-words-a-minute certificate, he det 
| it’s the present t LD 1 Mec s d to write sti last He set 150-w as 

Ray | Adams, formerly a reporter in the i-minute as his goal for the end of the first 

~ erior ( t } . Calif la \dams semester of high school. Did he do it Sur 
s t st s t ite west of the He overshot the mark and made 160 words a 

Rockies to wi e coveted Diamond Meda minute ! 

He 1s tull of enthusiasm for shorthand. just With what he thought a creditable specd 
ves t rite it, like all real experts who love well under control, he considered the next 
Cl tessior His letters bubble over with step toward an ofhcial reporting b, and de 
thusiasm and | makes you feel that way. ided upon a position in a law office in ore 

this enthusiast takes on a_ practical to learn the language of the « t. He serve 
ct ima clerkship tor a while but n b an 
secretary to Judge Peers, head of the law 

IN a recent air-mail letter to Dr. Gregg. M1 rm by which Mr. Adams was employed 
ams writes that in his leisure time he is In the Civil Service Test for a reporting 
ching a bunch of yeomen who need pra position with the U. S. Immigration Servic« 

in their shorthand. He indicates that on qualifed first on that list, with the highest 
their difficulties is that they do not read grade ever attained n rest Phis 
ough well-written shorthand. He is trying brings to mind that nation he just 
rectily this by having them read the short took tor advancement in rank, he secured a 
nd im this magazin And that idea is om nal grade ot 3.82 out I i possible 40: 
m which we might all profit which we understand is very high, 2.5 being 
Soon after “Pearl Harbor” this skilled re- considered a passing mark 
porter made application for admission to the Ray has quite a flair for writing. Perhaps 


United States Navy. When his expert ability when this Global War is over, he may have 
n , - 

: with pen and typewriter became known to the some interesting sidelights on it to tell us 
“'} recruiting officer, it was only a jiffy before he We'll be waiting and watching for them! In 


was on the job with the boys in blue the meantime, our congratulations to Yeoman 
, . ‘ " , 
m His ability, of course, could not be hidden Ray E. Adams, Admiral’s Writer 
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5. Don't use too much seed 
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8. Don't wield too heavy a hoe 
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10. Don't let the weed crop win 
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The Werld Before Us 


From “Clement Comments” 
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. Ramsey 
A graded course in cruelty, adapted to the humblest capacity and illustrated with maps, 
charts, sketehes, diagrams, and other aids to the understanding 
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Special-Form Review Letters—X 


Drill on words in the Short Vocabulary of Chapter Twelve 


By JANE H. O'NEILL, A.B. 
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| Paper in Battle Dress 


From “Paper Progress” 
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Actual Business Letters 


. Pablic Relations Correspondence 
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For 
Graduates 


Only! 


Why not take advantage of the special school rate for another 
year by placing your subscription to The Gregg Writer with your 


teacher before you leave school? 


As an extra inducement, we will give the beautifully bound 
pocket-size edition of the stenographer’s right-hand helper, 
5,000 Most-Used Shorthand Forms,” with each renewal sub- 
scription from a graduating student, if the order and remittance 


is received before July 1. 


This special offer positively applies on subscriptions of gradu- 
ates only, and expires July 1. Give the name of your school and 


your teacher when ordering. 


The Gregg Writer is the stenographer’s professional magazine. 
You will need it now more than ever. Let it help you earn security 


and advancement in your first job. 


Please mention the Gregg Writer when answering advertisements 
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For Commercial Teachers or Teachers in Training 


THE GREGG BUSINESS 
EDUCATION SERIES 


THE BASIC VOCABULARY OF BUSINESS LETTERS, by Dr. Ernest Horn and 
Thelma Peterson. 14,834 different words found by counting 1,500,000 running words of 
business letters taken from 26 different kinds of business are listed alphabetically in this 
book. Number of occurrences and relative frequency shown for each word. Also, a list 
of 5,000 most-used words in order of frequency, with number of occurrences. List 


Price, $2.00 


BETTER BUSINESS EDUCATION, by Harvey A. Andruss. This July, 1942, publica- 
tion gives a trenchant appraisal of business education today. It reveals weaknesses and 
points to feasible ways of correcting them. Covers such pertinent topics of the field as 
the philosophy, administration, organization, procedures, practices, and instruction. The 
subject fields are presented in detail and the importance of social-business education for 
tomorrow's citizens is emphasized. A splendid text for teacheér-training classes and a 
“must” volume for the professional library of the business education teacher. List 


Price, $2.00 


DISTRIBUTIVE EDUCATION, by Kenneth B. Haas. The why, the where, and the 
how of distributive education. A recent book that gives the first complete treatment of 
this new field of education. By an outstanding authority, the book was written spe- 
cifically to facilitate organized instruction and to promote efficient teaching in dis 
tributive education. Valuable for distributive education teachers, and as a text for 


teacher-training classes. List Price, $2.00 


BUSINESS EDUCATION — BASIC PRINCIPLES AND TRENDS, by Herbert A. 
Tonne. This book fills a long-recognized need in the field of commercial teaching. The 
first twelve chapters deal with the place of business education in the secondary schools 
in terms of its objectives. The remaining chapters are concerned with training for vari- 
ous business occupations. The author is a widely experienced teacher and teacher 
trainer. List Price, $2.00 


RESEARCH APPLIED TO BUSINESS EDUCATION, by Haynes and Humphrey. 
For those who are research-minded, this book is a guide to accepted research standards 
and procedures. It covers such topics as basic principles of research, methodology, 
research applicable to business education, elementary statistical techniques, collection 
and classification of data, and abstracts of selected studies in business education. List 


Price, $2.00 
ADVANCE PROFESSIONALLY BY PREPARING IN ADVANCE 


THE GREGG PUBLISHING COMPANY 


New York . Chicago . San Francisco ° Boston . Toronto . London 


Please mention the Greag Writer when answering adverttsement 
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: help speed 






. . for our fighting forces! 


From the shores of America to distant battlefields, typewriters 
are needed by our fighting forces fo help win this war. 


Typewriters are vital fighting weapons on land, on the sea 
and in the air just as they are vital production weapons on 
the home front. Our fighting men need the typewriters you 
can spare. Let us cooperate with you in these ways: 


*% As authorized agents for the U. S. Government, we'll 
buy your post-1935 machines for our armed forces. 


% We'll put your remaining typewriters in tip-top shape 
. if necessary, replace worn parts and rebuild them. 


%& We'll keep you furnished with supplies to help 
speed victory at home. 


SCHOOL DEPARTMENT @ TYPEWRITER DIVISION 


uno REMINGTON RAND INC. 


NOISE ABATEMENT WEEK 
a Buffalo, New York 














THE RIGHT POINT FOR THE WAY YOU 
WRITE MAY BE DOING ITS WARTIME JOB 


If you own an bstectrvuk 


Take good care of it. And if youshould 








89972 
9SS2 


need a new point, ask your stationer 
for your favorite Esterbrook Renew- 
Point—by number. There are 31 Re- 
new-Point styles—you can choose the 
? right point for the way you write. Your 
stationer may need some time to fill 
your order—his high priority war-in- 


dustry orders must be satisfied first. 


If you need a new bstectrvok 


HERES gy, Esterbrook Fountain Pens are being made in 








ky limited quantity and in accordance with War 
2 Production Board regulations. You'll find the 
Renew-Points in these pens made to the same 
high standards of precision grading that has 
made Esterbrook famous as the pen with the 


right point for the way you write. 


WRITING IS FIGHTING 


In war industries, in government agencies— 
wherever war business needs reliable writing 
instruments, you'll find Esterbrook Pens. Y our 
stationer must give preference to these high 


priority orders. If you find his stock too low 


to fill your order, remember that the pen you 
want is doing its job on America’s writing front. 
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